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FOREWORD 

It is the responsibility of the local education agency to develop comprehensive placement 
services for vocational education students through the coordinated efforts of the vocational 
instructors, guidance staff, administrators, and community agencies. The goal for this 
comprehensive placement service is to place every student exiting the vocational program in an 
occupation or a continuing education program. Placement must be coordinated to be meaningful. 
It must be a team effort on the part of instructors, counselors and placement coordinators and 
administrators. This should develop through the school level placement team and/or the system 
level p^cement team. Placement is not a chance situation. There must b€ a systematic plan with 
all members bearing their responsibilities. 

This manual has been developed as a guide, designed by sections of planning, responsi- 
bilities, implementation, procedures, student preparation, follow-up and evaluation. 

When utilized it will assist management procedures in school-based placement services. 
, Accountability will be a certainty with consistent placement implementation and follow- 
through. 
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"Introduction 

> 

* ~ . * * 

Many na.tional, state and local groups are committed to placement after vocational training. 

The 90th Congress found it necessary to reduce the continuing seriously high level of youth 
unemployment by giving attentidh as is now <jiven to the college preparation needs of young 
people, to the job preparation needs of .the two out of three young people Who end their education 
at or before completion of high school. Too many of these young people face long and bitter 
months of job hunting or marginal work after leaving school/ 

In an attempt to bridge school preparation and employment, Congress has provided financial 
support to vocational programs. In the legislation, job development, job placement and job 
follow-up/follow-through were specific. 

* * 
The National Commissioner for Education has developed and is implementing an occupa- 
tional education program that promotes and" encourages job placement and/or continuing 
education as a responsibility of secondary schools. v 

At the state level, .the Alabama State Board of Education has approved the Standards in 
which placement from vocational education training is a part. i 

The State Director for Vocational Education is charged with making funds available for: 

The development of a long-range strategy for infusing occupational educa- 
tion (including— placement in a job or in continuing occupational training) 
into secondary schools on an equal basis with traditional academic education 
to the end that every child who leaves secondary school is prepared to enter 
productive employment or to undeftake-additiorial education. 

The National and State Advisory Councils for Vocational Education have recommended job 
placement as a national $nd state priority: 

"Schools which provide vocational education without also providing a 
placement opportunity do not have a complete program. 99 

In keeping with national and state guidelines, the Alabama State Department of Education, 
Division of Vocational Education Services recognizes comprehensive placement services for all 
vocational students in Alabama as a function of all agencies receiving state and federal vocational 
funds. 



Alabama has a priority in the planning process to increase placement services of students 
placed in field or continuing education. 

Placement in this manual refers to the placement of an exiting vocational student on a job or 
into additional educational training. Occupational vocational programs must include the 
placement of students as a stated goal of the program. 

A comprehensive placement program is seen as a systematic approach—one of pre- 
employment preparation, placement for employment or continuing education md follow-up. 
This manual is designed to provide resource materials for the vocational tt ,er, vocational 
counselor and placement coordinator. 
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SECTION I 
PLANNING ! 

A. Goals and -Benefits of the Hacement Service Services 

The major goal of Alabama's Placement Services is to place the exiting vocational student in 
an occupation or continuing education program. Although the Placement Services will need to be 
established locally, the subgo&ls of the program are to provide: 

— Learning experiences that will develop the job-getting and -keeping* skills of the 
vocational student. 

— A better match between the student's skills, abilities, and interests, and the job. 

— Vocational graduates and early leaverswith supportive services necessary to stabilize 
or redirect their choice of employment or education. 

, — A central contact for employers. 

— A coordinated school effort for job placement of vocational students. 

— A placement service to all students completing vocational education. 

— A year-round placement staff. 

— An ongoing system of communication with the employment community. 

— A systematic follow-up procedure for all vocational traineesVompleting Q or leaving the 
programs. 



In addition to legal and moral obligations for- developing placement services, numerous 
benefits may be derived from such services. The placement services benefits not only the 
students who receive the service but also the vocational programs, the school, and the business 
community. 

In terms of participants, .the benefits resulting from placement services include: 
— for the vocational student: 

— A reason to stay in school. 

— A systematic approach for dealing with the problems of entering and adjusting to 
the work world. 
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— A reduced anxiety of gaining entrance to the work world. 

— A reduced youth unemployment rate. 

— for the disadvantaged, handicapped and nofttraditional student: 
In addition to the reasons given above; 

— Finding a job where the student can make a contribution and get a sense of 
/fulfillment from working, 

~ Increased employment options. 

— for the vocational programs and the school: 

— The relevancy and immediacy of the vocational programs and the school. 

— The efficiency (such as placing more students in the field of their preparation) of 
the vocational programs. 

— The effectiveness (such as better skilled vocational graduates) of the vocational 
programs. 

B. Resource Coordination 

1. State Department of Education 

A. Vocational Education Services Division 
a. Guidance and Counseling Unit * 

This unit provides information from all aspects, such as consultant 
assistance and other goals for a comprehensive guidance program. 

'2. Computer Information Data 

There are multiple resources available by computer to the counselors and 
students. Call the SOICC (State Occupational Information telephone number 
832-5737). 

C. Rural and Urban Schools 

This manual was developed for placement services in all types of geographic and economic 
settings. The exemplary placement principals seemed to be very similar. When differences 
occurred between programs of rural and urban schools, these were characterized more as 
operational variations resulting from smaller student population in rural schools. In these 
schools where full-time placement staff may not seem economically advisable, two general 
solutions are recommended. 



The school may choose to operate the placement program with a part-time placement person 
drawn from existing staff. In selecting staff for placement responsibilities the qualifications of 
career guidance, familiarity with vocational programs, and public relations abilities must be 
strongly considered. A schedule permitting accessibility to the community is important, as is the 
availability of secretarial or student help for telephone coverage and record keeping. 

A full-time placement person to serve several schools could be employed. The advantages to 
such an area approach to the placement services are outlined in the following sections of the 
manual. 
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SECTION II 
RESPONSIBILITIES 



To be successful, placement must be a team effort— a commitment from the total school and 
community. 

Each school system will need to adjust the distribution of responsibilities to fit its particular 
structure. Placement Services will be developed around existing teachers and resources. In each 
school, one person should be designated to coordinate all placement related activities in that 
school. Further, a central placement services coordinator should be appointed for the school 
system. In some instances, this will be the same person. 

Vocational teachers, in assuming the major responsibility for placing their students, may of 
necessity have to perform many of the duties listed as belonging to the local school placement 
coordinator School systems covering a large geographic area may have a coordinated placement 
service in each school and gradually work toward a centralized systemwide program. 

The suggested roles discussed below are guidelines. As the actual implementation of the 
placement services is developed around existing personnel and resource^, the duties actually 
' performed may be quite different than those listed. 

A. Vocational Teachers 

Vocational teachers have the key role in the placement and follow-up of their students, 
regardless whether or not the school system provides a coordinated placement service. The 
responsibilities of each vocational teacher for the placement services include: 

— Collect job related information; e.g., experience, interests, plans, social security 
number, etc. from each vocational enrollee on standard forms developed for placement 
services. 

— Assist students in planning a vocational program leading to full-time placement. 

— Making contacts regarding employment and continuing educational opportunities in 
his or her occupational area in order to establish contact and publicize school's 

. emphasis on placement. 

— Utilize existing advisory or craft committees to assist in identifying job opportunities 
for all terminating students. 

< 

— Make contacts regarding employment and continuing education opportunities within 
his or her occupational^rea for the handicapped and others with special needs. 
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— Help provide pre-employment information to students. 

— Aid in interpreting results of aptitude tests, interest inventories, etc., tu vocational 
students. 

— Be aware of alternate qualities of students, not apparent through testing, which may 
improve employability, 

— Interpret to students labor market data which reflects employment opportunities and 
trends within his or her occupational area. — 

— Assist in arranging interviews of students with prospective employers. 

— Confirm placement with employer within 30 days after student begins working. Assist 
student as necessary in adjusting to job or in finding a new job it that appears to be in 
the best interest of the student. 

— Cooperate with other vocational teachers and placement coordinator in developing a 
data system for recording and updating information on job openings, job referrals, and 
placements. 

— Cooperate with other vocational teachers and placement coordinator in designing and 
conducting local follow-up studies for vocational programs improvements as well as 
tlie placement service. 

— Prepare students for responding to statewide and local follow-up studies by (a) 
orienting them to purpose and importance of accurate follow-up information, (b) 
familiarizing them with the forms they can expect to receive, (c)jndicating approxi- 

— mately when forms-will-arrive, andid)Tequesting exitihg~stuclenfs to complefelhe 
exiting student form showing complete address and address of a relative. (See Pages 
105-114) 

B. Vocational Counselors 

Vocational counselors who have not been designated as local or central coordinators of 
placement perform the following duties related to placement: 

— Administer standardized tests designed toassist a student toward developing self-awareness. 
Interpret the test results to students in groups and individually. 

— Cooperate with the local coordinator of placement and the vocational teachers in 
developing for each student a student profile of test scores and other information 
related to future placement. 
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— Assist in making community survey of job opportunities. 

— Assist teachers in orienting groups of students to job placement services and in 
providing pre-employment information. 

— Identify students who need special or remedial instruction in order to increase their 
. employability. 

s — Identify potential dropouts, especially those who appear to be in the actual process of 
dropping out, and refer them to the placement coordinator for job placement assistance. 

— Survey vocational training opportunities in such areas as manpower training centers, 
junior colleges, technical colleges and institutes, apprenticeship programs, business 
sponsored training and education programs, adult education programs,- and other 
educational opportunities that may facilitate preparing students for employment. 

— Assist students in applying for financial assistance for postsecondary training. 

— Assist vocational teachers in identifying and matching student occupational interest 
with job opportunities. 

— Assist in providing counseling as needed to students beginning new jobs. 

— Assist teachers in securing and assembling career education materials and in 
conducting career education activities. 

— Assist in conducting follow-up studies and interpreting t^e findings. 

C. SchoohPlacement CoOTdinator ~ ~~ " 

The basic responsibility of the school placement coordinator is to provide direction and 
leadership for all placement related activities of teachers and vocational counselors in the school. 
In systems where there is no central systemwide coordinator of placement, many of the duties 
listed under the central coordinator of placement will be performed by the school placement 
officer. In systems which have a central placement coordinator, theareas of responsibility of the 
school placement officer include: 

— Maintain a placement office complete with brochures on job related topics, application 
blanks, and all other information and forms necessary for the placement service 
operation. 
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— Receive job related information from the central placement coordinator and bring it to 
the attention of appropriate teachers, counselors, and students. 

— Place all vocational students exiting the school. 

— Maintain complete and current placement records for the local school: 

— Request assistafKe of central coordinator for placing students whose job interests 
^cannot be met in the local area. „ 

— Cooperate with career education programs in the school. 

— Conduct local fq}low-up and evaluation studies of students. X 

— Provide report's to the central coordinator. 

— Work with vocational teachers and advisory or craft committee on placement 
activities. 

D. School System Placement Coordinator 

The nature of the duties of the central coordinator of placement services will change from 
primarily those of initiation and implementation to those of coordination as the placement 
service grows or as one moves from small to large school systems. The areas of responsibility 
include: 

— Conduct regular planning sessions with all persons having major responsibilities in 

^_^foeLp]acemenLsem v . 

— Make personal visits to major employers to establish contacts, publicize placement 
service, and to gain information on local job trends, 

— Coordinate community occupational surveys to determine local employment needs and 
job opportunities. ' 

— Obtain labor market information from state and regional sources, such as State 
Occupational Information through the Division of Vocational Education, regional and 
state offices of the Alabama State Employment Service, state and local Chamber of 
Commerce. 

Develop contacts for identifying employment opportunities for handicaped individuals, 
disadvantaged individuals, nontraditional individuals or others with special needs 
related to employability. 
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Coordinate with teachers in vocational cooperative programs for making contacts with 
employers regarding the establishment of cooperative training stations. (Some large 
employers have expressed concern about being contacted by several co-op coordinators 
from the same school system) 

Establish procedures for providing pre-employment information to exiting students 
and coordinate related in-service training for teachers. 

Coordinate student orientation to the placement service. 



Develop standard forms and procedures for recording student employment interests. 

Develop a system for maintaining an up-to-date file of part-time and full-time job 
openings in the community along with specific requirements. 

Establish procedures for informing students of available jobs, for arranging inter- 
views, and for securing confirmation of employment. 

\ 

Develop a working relationship with the local office of the Alabama State Employment 
Service. (All forms of assistance from the State Employment Service, including testing, 
counseling, job referrals, and job placements, should be immediately reported to and 
credited to the local office of the employment service) 

Establish regular or associate membership in community, business and professional 
groups, such as, the Chamber of Commerce, Kiwanis Club, Business and Professional 
Women, or a local association of personnel directors. 

Know laws affec^gem plovment. such as. Child Labor Laws, ihe QmipatinnaLSafety^ 
ancTHealth Act, and civil rights and equal employment practices. 

Meet with advisory or craft committees regarding placement functions. 

Coordinate placement service with the career education activities of interested 
teachers. 

Coordinate follow-up studies. 

Design and coordinate periodic placement service evaluations. 
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— Make regular reports to the local superintendent or whomever is designated as 
supervisor on matters related to the placement service. 

— Attempt to coordinate some aspects of placement with the placement services of other 
school systems in the same geographic area. 

E. School Administrators 

The school superintendents and principals conduct vital services for the placement 
programrSomeof the dufies~they ^ pertof in include: 

— Designate the different roles of cooi dinators for the placement service in the £<:hool and 
school system. 

— Designate the individuals to fill these roles. 

— Review the placement concept with the local school board, secure their endorsement, 
and keep them informed of progress. 

— Participate in planning and evaluation sessions. 

— Arrange in-service training programs to include orientation to placement concept and 
respective roies. 

— Assure that placement is a team effort involving administrators, counselors, teachers, 
students, and community representatives. 

— Re assign duties of school personnel to permit job deve lo pment and su ppo rtive services 



to be adequately performed. 

— Meet with community groups to publicize the school placement service. 

— Assist in making contact with the local office of the Alabama State Employment 
Service. 

— Review periodic progress reports from placement service coordinator(s). 
F. Advisory/Craft Committees 

Placement services are directly dependent on successful coordination auu cooperation 
between the school and prospective employers. Advisor> or craft committees can be helpful in 
providing input from the community for the operation of the placement seivice. Suggested 
functions include: 
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— Perform public relations for introducing the placement service to the public and 
gaining acceptance of the concept of school-based placement. 

— Identify community resources and persons who may assist in meeting the objectives of 
the placement service. 

— Assist with the formulation and dissemination of information regarding the operation 
of the placement service. * 

— Provide the continuing placement program review and evaluation assistance. 

— Locate employers willing to participate in the placement service. 

— Assist with community survey. 

G. Team Cooperation 

Successful installation and maintnenace of a placement program requires student, teacher, 
school and school system administrators, and the business community cooperation. Some of the 
functions listed above are overlapping; while for some schools, additional unlisted functions will 
need to be performed. A cooperative effort is required j identify all facets of placement to be - 
performed in a school. 

The school administrators neeu to recognize the placement service as an opportunity to sell 
the school's product and build community support for the school program. On the other hand, the 
business community needs to be made aware of the benefits it can derive from participating 
willingly in such a program. Vocational teachers may view the placement of the student on the 
job with per sonal satisfaction, and many feel it is a reward for their investment of tim e in a 
" student. The vocational counselor can view placement as an opportunity to extend supportive 
services to students in helping them reach job-oriented goals or higher education. The students 
need to be made aware that the placement service is a natural outgrowth of their vocational 
preparation. 

Although each participant views the placement service from a different angle, each is 
intrinsically involved in the success of the program. Without the willing cooperation and 
participation of each member of the placement team, the placement service will, at best, fulfill 
only a small portion of its potential. The successful placement service is the result of cooperation 
and coordination among all participants. 
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SECTION III 
IMPLEMENTATION 

This section provides guidelines and suggestions on how to start Placement Services. Actual 
implementation will be determined by policy decisions made during the local planning phase and 
will be peculiar to the local situation. It is recognized that each school system has a unique school 
and community structure with correspondingly unique school and community needs. Policy and 
procedures are intertwined so that the procedures— the ways and means of implementing— are 
an outgrowth of this policy. 

Efficient management of the Placement Services may be achieved through the use of 
appropriate forms, checklists, and procedures. Useful forms can facilitate the operation of the 
Placement Service and allow many functions to be shifted to clerical personnel. A proliferation of 
forms should be avoided; however, a basic core of forms is necessary to expedite the process of 
placement. The forms in this manual may be used as shown or altered to meet local needs. 

The following checklist has been devised to guide you in starting your Placement Service. 
Each item is discussed and sample forms are included at the point of discussion. 
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PLACEMENT SERVICES IMPLEMENTATION CHECKLIST 

A suggested procedure for implementing Placement Services is given below. It is not essential to 
follow the steps in the specific ordergiven. This checklist is a guideline to assure that you have 
not overlooked an important component. 

If y6u need more information on a step, see the pages suggested. 



DESIGNATE A PLACEMENT COORDINATOR AT THE SCHOOL LEVEL 
AND/OR- THE SYSTEM LEVEL. (See p. 14) 

.ESTABLISH A PLACEMENT CENTER. (See p. 15) 

USE AN ADVISORY OR CRAFT COMMITTEE TO HELP INITIATE AND 
MAINTAIN THE PLACEMENT SERVICES. (See p. 16) 

. PUBLICIZE THE PLACEMENT SERVICES TO: (See p. 20) 

STUDENTS 

TEACHERS AND SCHOOL ADMINISTRATORS 

COMMUNITY IN GENERAL 

LOCAL BUSINESS PEOPLE 

STATE AND LOCAL GOVERNMENTAL AGENCIES 

DEVELOP THE FORMS AND ADMINISTRATIVE PROCEDURES FOR THE 
PLACEMENT SERVICES. (See Section IV)' 

SURVEY VOCATIONAL STUDENTS TO DETERMINE PLACEMENT NEEDS. 
(See p. 28) 

SURVEY THE BUSINESS COMMUNITY TO DETERMINE EMPLOYMENT 
AVAILABILITY. (See p. 31) 

_ PLAN AND DEVELOP A FRE-EMPLOYMENT EDUCATIONAL PROGRAM FOR 
STUDENTS. (See Section V) 

DEVELOP THE FORMS AND PROCEDURES FOR CONTINUED MAINTE- 
NANCE OF THE PLACEMENT SERVICES. (See p. 34) 
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PLACEMENT COORDINATOR AT THE SCHOOL LEVEL AND 

THE SCHOOL SYSTEM LEyEL 

One person should be designated to coordinate placement activities in each school. Likewise, 
one person should be designated placement coordinator for the school system. 



Appointments of placement coordinators are made by the superintendent of.the local school 
board from vocational teacher, vocational counselor, and principal recommendations. As the 
placement service is to be developed around existing teachers and resources, a vocational teacher 
or vocational counselor will, in all likelihood, receive the^appointment of local school coordinator 
f6r placement. • " 

♦ In school systems, the person designated to coordinate placement in the local school may be 
the same one designated to coordinate placement for the school system. In some school systems, 
the responsibilities and authority of the coordinator of placement may be identified and 
articulated to vocal : onal personnel in the system. The duties and functions of the coordinator as 
listed in Section II, provide the basic information needed to develop a job description for the 
coordinator if it is found desirable to do so. 

o . Regardless of system size, all vocational teachers are expected to cooperate andiissist the 
placement coordinator in the overall placement activities. * 



are: 



In determining the person best suited to coordinate placement, some desirable qualifications 



— Knowledge of each vocational program. 1 

— Knowledge of the jobs for which the vocational programs are preparing students. ' 

— Knowledge of post-high school educational opportunities and alternative high school 
educational experiences. 

— Knowledge of the business/industrial community and local needs. 

— Respected by the students, school, business/industry and community for professional 
qualities. 

— Familiarity with current vocationaljesources, such as the Dictionary of Occupational 
Titles and Occupational Outlook Handbook. 



ERIC 



14 



4 



— Experience with placement or other program coordination, or experience as a personnel 
manager*. 

— Successful work experience in business or industry. 

— Ability to assume responsibility and take initiative for implementing and maintaining 
the placement services. 

— Ability to work harmoniously with many people. 

— Ability to speak and write clearly and concisely. 

PLACEMENT CENTER 

A single office should be identified as the central clearinghouse of placement information for 
the" entire school system. Likewise, jf there is more than one school in the system having 
vocational stullents, a central clearinghouse of placement information should be established at 
the local school. 

. If only one school in a system is concerned, with placement, coordinating placement activities 
is fairly stf aightforward. Community contacts regarding placement will come to the one office. 
However, if there is>more thajn^one school providing placement services, the placement 
coordinator for the school system should receive the incoming community contacts and 
coordinate the activities amongf the local schools. 

ThelocatW of the placementof fice will vary with individual schools. The office niay be the 
coordinator's personal office*, an administrative center of the school, the counselor's office, or 
another location more convenient to students, placement staff, and community. This central 
clearinghouse for placement needs available information about job openings ..applicant infor- 
mation, jb requirements, information on local industry, etc. - 

The facilities and equipment required to implement the Placement Services are minimal; 
however, some essentials are required: „ 

— Telephone 
—^Typewriter 

— Filing cabinet and card files 

— Private offtgfe or area syitable for discussions with students 

— Desk and chair for coordinator 



\ 
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— Desk and chair for clerk (desirable) 

— Visitors chairs (minimum of two) 

— Magazine and brochure display racks 

— Availability of duplication equipment to reproduce forms, etc. 

— Miscellaneous stationery supplies 

— Current resource materials 

H 

ADVISORY/CRAFT COMMITTEE 

An advisory or craft committee can provide a communication link between the school and 
the community. A strong, active committee can do much to help implement and maintain the 
Placement Service in the community. The functions a committee may perform relative to job 
placement are presented in Section II, pages 10-11. 

The coordinat6r will find it advantageous to utilize a "committee to help pfomote and 
maintain the Placement Services in the community. 

SELECTION OF ADVISORY/ CRAFT COMMITTEE: 

« 

In selecting advisory committee members, it is important to keep in mind the purpose to be 
served and the typeof assistance needed in implementing the Placement Service. The committee 
needs to be kept to a workable size— perhaps five to ten members— yet be large enough to be 
representative of the community. The following points should be considered in the member 
selection: 

— Individuals having a sincere interest and belief in the Placement Service. 

— Individuals; by sex, race, handicap and ethnic origin, known as leaders in their field. 

— Individuals with time to attend meetings and participate in committee work. You need 
workers. 

— Individuals who will actively promote and seek placement openings for students. 

As you place students, you will come in contact with individuals who could be active 
advisory committee members. Ask them if they would be willing to serve on the committee. If 
they are, secure preliminary information from them. A sample form (Form, page 18) may be- 
completed. Then, when the term of a member of the advisory committee expires, file a 
prospective members name to fill the vacancy. 
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APPOINTING ADVISORY/CRAFT COMMITTEE MEMBERS: 

A commonly used procedure for appointing advisory committee members is for the 
coordinator and the principal to recommend prospective members to the local superintendent of 
education, who may have additional suggestions. If a new advisory committee for placement is 
started rather than using an existing advisory or craft committee, the superintendent writes a 
letter to the prospective member asking the individual to serve or thanking this person for 
his/her willingness to serve. The letter format will depend on your preceding contact with the 
prospective member. The letter should state the term of the appointment, the time of the first 
meeting, and the person who will be contacting him/her. Form 2 (Page 19) is a sample letter of an 
appointment of a new advisory committee on placement. 

ORGANIZATIONAL MEETING FOR A NEW ADVISORY/CRAFT COMMITTEE: 

The first meeting is commonly devoted to orienting the new members to their functions and 
planning the initial work of the committee. A sample agenda for this organizational meeting may 
include: 

— C all to order by the cooidinator, principal or superintendent acting as temporary chairperson. 

— Explanation by the temporary chairperson of the purpose and functions of the advisory 
committee in relation to Placement Services. 

— Description of Placement Services by the coordinator. 
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ADVISORY/CRAFT COMMITTEE CANDIDATE 
INFORMATION FORM 



NAME. 



ADDRESS. 



.ZIP. 



TELEPHONE NO.. 



COMPANY NAME 



COMPANY ADDRESS. 



COMPANY TELEPHONE NO. 



TITLE 



REPRESENTATIVE OF WHICH GROUP BELOW: 
. LABOR 



BUSINESS 

INDUSTRY 

A. ETHNIC GROUP: 



HOMEMAKING. 
GOVERNMENT. 
EDUCATION^. 
B. SEX: 



C. RACE: 



1. Hispanic Origin 

2. Not of Hispanic origin 



LAmerican Indian 
2. Alaskan Native 



J. Male 
.2. Female 



3. Black 

4. White 



5. Other 



EDUCATION LEVEL- 
LESS THAN HIGH SCHOOL GRADUATE. 
HIGH SCHOOL GRADUATE 



TECHNICAL COLLEGE GRADUATE. 
COLLEGE GRADUATE 



APPROXIMATE SIZE OF LABOR FORCE IN YOUR. COMPANY 
COMMENTS: 



INTERVIEWER. 
Form 1 



DATE. 
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SAMPLE LETTER FOR APPOINTMENT 
PLACEMENT ADVISORY/CRAFT COMMITTEE 



Dear. 



The - ls pleased to 

inform you of your appointment to the Advisory Committee on Vocational Placement Services. 
We thank you for your willingness to serve on this committee. 

The main objective for the Advisory Committee is to improve and expand placement 
opportunities for students completing their high school training. Your interest and participation, 
will assist in making the placement services effective and beneficial to the youth of this 
community. 

We realize time is limited, and we will have meetings prompt, precise, and purposeful. The 
meetings will be held once a month or less frequently. The period of service may be from one to 
threpyears. This will be determined at one of the next monthly meetings. 

The first meeting for you as a new member of the Advisory Committee for Vocational 

placement Services will be _ : 

at p.m. at the - : In this meeting 

the - will discuss: (1) the importance 

of the placement services, (2) the role of the Advisory Committee, (3) the operational procedures 
of the placement services, (4) other areas which committee members may need to discuss with 
the group. 

Please notify • ! : - that you will be 

able to attend. If you have any questions regarding the appointment, please call my office 
number.* 

Sincerely, 

Form 2 
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PUBLICIZE THE PLACEMENT SERVICES TO: 

STUDENTS 

TEACHERS AND SCHOOL ADMINISTRATORS 

BUSINESS PEOPLE 

STATE AND LOCAL GOVERNMENTAL AGENCIES 

COMMUNITY BUSINESS AND PROFESSIONAL ORGANIZATIONS 

Placement Services should be facilitated through publicity. Publicity may mean the 
difference between a service that has to be pushed and a service that is received with welcome. 

Proper publicity will create awareness of the program, and educate the citizenry of the 
placement purpose and gather support for the program. In considering the avenues of publicity, 
the placement coordinator should recognize the different participant groups of the program. 
Each participant group is a target group that needs to be informed, educated, and brought to 
active support. 

. The following list is an indication of the various avenues open to the coordinator to publicize 
the program: 

— School newspaper 

— Assembly programs, bulletin boards, window display, brochures 

— Career day 

— Civic organization presentations 

— Radio and T.V. spots 

— Local newspapers and local trade journals 1 

— Local labor union visits 

— Professional and trade group presentations 

— Exhibits in local stores with display of student products 

— Open house with display of student products 

— Direct mailing 

• — Governmental employment agencies 

— Follow-up all who have contributed to the Placement Services 
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PROFESSIONAL DEVELOPMENT AND COMMUNITY INTERACTION: 

To get the cooperation and commitment of the school administrators and the teachers 
necessary to implement the placement services, the educational staff must understand the 
"why" of the program and know how they can actively facilitate it. Colleagues will need to be 
educated to the purposes, benefits, procedures, etc., of the services. 

The guidance counselors must be a close working group with the placement coordinator. 
The counselors need to be thoroughly versed in the functions and procedures of the placement 
services. The smooth working relationship with the counselors may contribute to: 

— Interpretation of student test scores 

— Assistance with orientation of students to the vocational programs and the placement 
services 

— Coordination in interpretation of student follow-up data 

« 

Be sure the policy makers are kept informed. Once ) ou have gained the support of the local 
policy makers, the administrative facets of the placement services can be handled more 
efficiently. Clear all procedures with your immediate administrator. 

Perhaps the largest "selling" task or publicity emphasis is convincing the employer to 
consider the exiting vocational student as a competent and willing worker. Publicity should be 
used to keep the business community aware of placement services. The coordinator may want to 
consider some of these approaches to the business and industrial community. 

-^Utilize the advisory committee 

-r Direct contact by mail, telephone or personal visit to explain the program 

— Keep informed of legislative changes affecting employment 

— Keep informed of employment opportunities for students. 

Publicity as a step in implementing the placement services of the school and school system 
may be easily slighted with only a newspaper article or a student assembly. This step is crucial. A 
lack of awareness atout the program or the misconception about the placement services can 
result in: 

— No cooperation from the school administrators and the community 

— No job openings from employers 

— No contact with state and local government agencies 
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PLACEMENT SERVICES 
*0r VOCATION&L STUPCNT6 



Form 3 



RADIO ANNOUNCEMENT SPOT 

RADIO COPY 

Placement Service l > 
for Vocational Students 
Ellington .High School 
Badbury.AL 36100 

For additional information, contact Harvis Tidlane, Placement Coordinator 
Phone 264-0100 

Prepared for: Radio Station WRTT 

Start Date: Oct. 1,1982 End Date: Oct. 15, 1982 Length: 30 seconds 

EMPLOYERS, ARE YOU LOOKING FOR TRAINED PEDPLE TO FILL PART-TIME 
OR FULL-TIME JOBS? PEOPLE WITH SPECIAL TRAINING AND A RECOMMEN- 
DATION BEHIND THEM? LET US HELP! THE PLACEMENT SERVICE AT ELLINGTON 
HIGH SCHOOL IS GEARED TO PROVIDE OUR BUSINESS COMMUNITY WITH 
TRAINED EMPLOYEES AND, AT THE SAME TIME, PLACE OUR GRADUATES IN JOBS 
/ FOR WHICH THEY ARE QUALIFIED. 

i GIVE US A TRY. WHEN YOU TELL US WHAT YOU NEED, WE WILL MATCH 

THAT WITH SELECTED GRADUATES OF OUR SCHOOL CAPABLE OF DOING THE 
WORK YOU REQUIRE. YOU SEE, YOU EVEN GET A CHOICE OF APPLICANTS. 
EMPLOYING THE VOCATIONAL PRODUCTS OF YOUR COMMUNITY SCHOOL IS 

I GOOD ECONOMICS AND A REAL COMMUNITY SERVICE. LFT US HEAR FROM YOU. 

Form 4 
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NEWSPAPER. WRITING TIPS 

THE FIVE W'S FORMULA: The lead paragraph of a news story should answer the basic 
miestions: WHO, WHAT, WHEN, yiTHERE, and WHY. The sample below illustrates how the five 
W's are applied to a newspaper story. 

WHO - John A. Doe, State Specialist of Distributive Education (Also give age when it is 
important.) 

WHAT • will address the Leaders Club 

WHEN - 12 o'clock noon Friday 
WHERE - the Hotel 

WHY - to discuss "Area Vocational Schools— An Answer to Unemployment" 

These facts (the five W's) could be used in the same order as shown above. However, in many 
cases, the WHY is more important in catching the reader's eye than the WHO. With the facts 
rearranged in attention-getting fashion, the story would read: 

Reducing unemployment through the establishment of area vocational 
schools will be discussed by John A. Doe during a meeting of the 

Leaders Club at 12 o'clock noon Friday at the 

Hotel. Doe is State Supervisor of Distributive Education. 

1. Get the most-important facts right at the beginning of a story. 

2. The following newsworthy things may happen at meetings or events: 

— Action may be taken (officers elected, awards presented, etc.) 

— Something of interest might be said (capture the two or three main ideas 
from what was said.) 

3. Paragraphs should be kept short (from 20 to 50 words). If they run longer, just 
break into two paragraphs. 

4. Get as much human interest into story as possible. (People like to see their 
names and the nam^s of their friends in print.) 

5. Make sure all facts and names are correct. When there may be a question about 
the spelling of aVord or name, put the word "correct" in parentheses following 
it. 

6. Do not put your own comments , opinions, or judgments into a story unless they 
are used as direct quotes or paraphrasings. 

7. Be sure adjectives and adverbs do not express personal opinion. 

8. Use third person. Do not use "we," "us," "our," etc. 
Form 5 
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9. Use simple, accurate, and vivid words. Always'take the reader into consideration when 
writing. 

10. Avoid using gobbledygook (high-toned, involved, and technical words). 

11. Avoid using flowery figures of speech and trite expressions. 

12. Check local newspapers for style practices and then follow their style. Style includes such 
things as capitalization and abbreviation. How do the newspapers use the word "street ? 
St., street, or Street? How do they indicate time? As 7 P.M. Friday, or 7 o'clock Friday 
evening? * 

13. Use the inverted-pyramid style of writing (below). The detail ^developed in order of 
importance. Each paragraph should seem to be the end. This is done ip the editor, who has 
space requirements to meet, can cut off portions of the story from the bottom without losing 
important facts. 

Most-Important Facts 
Less Important 
Least 

14. Remember to answer questions posed by the five W's: 

WHO — Who presided, who spoke, who became new members , who made proposals, who 
reported accomplished projects, etc.? 

WHAT — What organization, what action took place, etc.? 

WHEN — Be axact as to time (give day, date-and hour). 

WHERE — Give the exact meeting place (building and even room number when it is 
important). 

WHY — Purpose of meeting or event. If a special meeting, tell why it was called. 

15. Alternate releases between evening papers and morning papers. Give different twist to the 
same story if there are two or more papers competing for the news. 

16. Fillers - Newspaper fillers, the small statements used tfi fill a column of type, are another 
means of getting facts before the public. 

17. Pictures - Talk picture possibilities over with news contacts. Pictures of one or two-column 
width are more likely to be used than larger ones. Provide a list of names with the picture, 
identifying people as they appear. Plan a picture that tel\s a story; confine the group to three 
or four people so they can be identified. 

"Newspaper- Writing Tips" is from the Distributive Education Coordinators Guide, Olympia, 
Washington, March, 1980. 
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SAMPLE NEWS RELEASE FOR A 
BEGINNING PLACEMENT SERVICE 

\ NEWS RELEASE 

LOCAL PLACEMENT SERVICE 

AVAILABLE 

: 19 

PLACEMENT SERVICE FOR VOCATIONAL HIGH SCHOOL STUDENTS 

(city) (Dr., Mr., Mrs., Miss, Ms.) , President 

of the _ School Board, has announced a service of 

placement for vocational high school students. This service is designed to assist vocational 
students in finding part-time or full-time jobs upon terminating their education, either through 
graduation or early entry into the job market. 

Vocational students in the programs will have had training in varying amounts, depending 
on the period of time involved in the vocational programs; all will have at least entry level skills in 

a particular vocational area. The vocational areas taught by the school 

system are , , and . 

An enthusiastic reception has been noted from business and industry in support of the 
service. In addition to providing a community service to the youth of the area, employers receive 
students who have been prepared with work skills. 

An advisory committee to assist in the formulation of the program has been drawn from the 

local community, and consists of 

of 3 , of , 

_4 



of 



Form 6 
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SAMPLE NEWS RELEASE FOR 
A CONTINUING SERVICE 



NEWS RELEASE 
LOCAL PLACEMENT SERVICE 
AVAILABLE 

19 



PLACEMENT SERVICE FOR 
VOCATIONAL HIGH SCHOOL STUDENTS 
(city) The progress of the Placement Service in 



was reported yesterday by (Dr., Mr. Mrs., Miss, Ms.) 



President of School Board , Chairperson of the Place- 

\ 
\ 

ment Service Advisory Committee. 

Since the start of the Placement Services in -J , 19 — \ , 



students have Deen placed in jobs and continuing education. Most 



of these students have been placed in ; however, 

soitfe have been placed as far away as Of those placed, 

i (City) 
: are in full-time jobs and are pursuing their careers. 

The Placement Services is designed to assist vocational education students to obtain 
employment in vocations which they have selected and have received training. 

Close cooperation exists between the school and the local business community. Coptinued 
guidance for the program is provided by an Advisory Committee composed of _ : , 



, etc. The membership of this committee is cont nually 



rotated to provide continued representation from alb*arts of the community. 




Form 7 ... 
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VOCATIONAL STUDENT SURVEY 

The student survey is essential to the implementation of the placement services in order -to 
determine student interests and employment needs. This survey identifies those students 
interested in employment and those \gho plan to continue their education beyond high school and 
those students unavailable for employment. The placement coordinator can help the student 
c'arify and determine some immediate goals and select alternative approaches to reaching these 
goals. 

From the survey, the coordinator can summarize and code such items as: 

— Range and degree of student skills 

— Students available for full-time or part-time employment ' 

— Ages of students desiring work 

— Job interests of the students • 

— Vocational training areas of the student 

Thebest time to conduct the survey is when it is most beneficial to the program completion, 
generally before tne end of the year. The Interest Placement Survey (Form 8) is a simple student 
survey form. 
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STUDENT INTEREST PLACEMENT SURVEY 



STUDENT : S.S. No GRADE 

ADDRESS TELEPHONE NO 



WEIGHT HEIGHT 



AGE DATE OF BIRTH: month day year 



VOCATIONAL PROGRAMS COMPLETED OR BEING COMPLETED 

Agribusiness Occupational Home Economics 

Business & Office Trade & Industrial Ed. 

Marketing/Distributive Ed. Industrial Arts 

Health Occupations Consumer & Homemaking 

Other 



What are your plans after leaving high school? 
Full-Time Employment : — Part-Time Employment 

What Kind: FIRST CHOICE 

SECOND CHOICE 

Get further vocational training. Where? 

.Attend college. Where? 

Join military service (branch) ; 

__ Other (marriage, etc.) 

WHAT ARE YOU PLANNING FOR YOUR LIFE WORK? 

, In what extra-curricular activities have you taken part? , 



What special interest or hobbies do you have? 



Have you been previously employed? List firm(s) and approximate 

dates of employment: (Indicate full- or part-time employment) 



Are you presently employed? With what firm?. 

What is your job? 



Form 8 



i 



Are you interested in job placement assistance? Yes No 

List the vocational instructors teaching you now: 



r 



Do you have a driver's license? 

Do you have access to transportation? 



Student's Signature 



RETURN FORM TO: 
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BUSINESS COMMUNITY SURVEYS 



The main objective of the business community survey is to locate and list possible employment 
opportunities. The survey should show the kinds of businesses, industries, trades, and occupations that 
have developed in the community. 

The community survey should be both a continuous and an annual affair. It can be accomplished 
through either formal or informal procedures. 

When the school staff is conducting the survey, the community should be notified through the 
television and news media that this survey is going on and request cooperation from the business 
community in completing it. The placement coordinator may want to make as many personal contacts 
with the employers as possible to begin building a working relationship with the business community. 
The advisory committee can also be of assistance in informing the community about the placement 
services and the purpose of the survey. 

The survey may be conducted through direct mailing or personal contact. If the sur\ ey is majled, a 
cover letter from the school superintendent or the placement coordinator or together with the employer 
survey form is sent to prospective employers. (Form 9 and Form 10) A checklist for planning and 
conducting a survey is included to provide assistance in completing the community survey. 

\ 
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SAMPLE COVER LETTER FOR EMPLOYER SURVEY FORM 



(Date) 

- i 

Inside Address 



Dear : 

The (School System) has a student placement service. 

This Ts to assist students with employment after high school training and for those students to have 
more information about continuing their education. 

For many years we have recognized the need for a systematic placement service for students 
desiring full-time, part-time and/ or temporary employment after graduation. This service will provide 
qualified trained applicants for your employ. 

Your cooperation in determining the employment needs of the business community is appreciated. 
* Please complete the enclosed survey form and return it to the above address. 

Sincerely yours, 



Superintendent of Schools 



Placement Coordinator 
Form 9 
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^ EMPLOYER SURVEY AND RETURN MAILER FORM 



Date 

NAME : ! POSITION 

BUSINESS TELEPHONE NO 

ADDRESS CITY ZIP 

TYPE BUSINESS : NUMBER OF EMPLOYEES 

CONTACT PERSON TITLE 

Please check the type employee you would consider: 

Graduating Senior 

Apprentice Program 

Part-Time Student Help Before. Graduation 

Summer Help * After Graduation 

Unemployed Adult 

List job titles or describe special qualifications or skills desired: 

1. •■ 

2. . ■ ; 

3 i — 

4 : 



Approximate Hours Approximate Wages 

Date(s) Needed : 



Is Public Transportation Available? 

May I come and Talk With You About The Placement Program? 

Yes Date Time 

No 



Comments:. 



Tnank you 
(Please fold and staple) 



Form 10 
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FORMS AND PROCEDURES 



In addition to the follow-up and evaluation phase of maintaining the program, numerous year-end 
activities occur that need to be completed before concluding the school year. A Checklist (Page 39) has 
been developed to assist the placement coordinator in identifying year-end activities. 

Additional forms may need to be developed based on unique local needs. A summary of Placement 
Activities (Form 11) is included as a possible format for the development of reports to interested 
participants of the placement program, such as students, teachers, school administrators, advisory 
committee members, business persons and the community. A summary of placement activities may be 
made monthly, quarterly, yearly, and in whatever fashion best fits the needs of the local school 
structure and community. 

In the job of maintaining the program, the forms and procedures presented in this chapter need to 
be subjected to local placement program needs. A proliferation of forms and procedures should be 
avoided; however, a basic core of forms, such as those presented, can facilitate the functioning of the 
placement office. 
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CHECKLIST FOR PLANNING AND 
CONDUCTING A SURVEY 



. ESTABLISH THE SPECIFIC OBJECTIVES OF SURVEY, 

. IDENTIFY THE GROUP(S) TO BE SURVEYED, 

- IDENTIFY THE GEOGRAPHICAL AREA OF THE SURVEY, 

SCHOOL SYSTEM AREA 

COMMUNITY 

COUNTY . 

REGION 

OTHER 

. DETERMINE THE SURVEY AND FOLLOW— UP PROCEDURES: 

MAILED SURVEY FORMS 

PERSONAL INTERVIEWS 

TELEPHONE INTERVIEWS 

COMBINATION OF PROCEDURES 

ESTABLISH A TIME SCHEDULE FOR COMPLETING THE VARIOUS 
STAGES OF THE SURVEY. 

DEVELOP THE SURVEY INSTRUMENTS) 

CONTACT PROSPECTIVE EMPLOYERS 

RETURN OF RESPONSES 

FOLLOW-UP (IF DESIRED) 

TABULATE AND INTERPRET THE DATA 

WRITE THE REPORT 

SUBMIT TO ADVISORY CRAFT COMMITTEE 

RELATE SURVEY RESULTS TO STUDENT JOB PLACEMENT 

NEEDS 

_ ASSIGN SPECIFIC RESPONSIBILITIES TO INDIVIDUALS OR GROUPS 
FOR: 

DEVELOPING THE INSTRU MENT(S) 

DEVELOPING THE LIST OF EMPLOYERS 

PREPARING PUBLICITY ON SURVEY: NEWSPAPER, RADIO, 

T.V. 

SPEAKING ASSIGNMENTS 

MAILING SURVEY INSTRUMENTS) 

INTERVIEWING SURVEY (TELEPHONE OR PERSONAL) 

TABULATING RESPONSES 



Form 11 



WRITING THE REPORT 

SUBMITTING REPORT TO ADVISORY OR CRAFT COMMITTEE 

RELATING SURVEY RESULTS TO STUDENT JOB PLACEMENT NEEDS 

CONDUCT THE ACTUAL SURVEY. 

CHECK TO MAKE SURE ALL RESPONSIBILITIES STATED ABOVE ARE 
CARRIED OUT, 

ARRANGE FOR COPIES OF SURVEY RESULTS TO BE DISTRIBUTED TO 
APPROPRIATE SCHOOL ADMINISTRATIVE PERSONNEL. 

IMPLEMENT ANY RECOMMENDATIONS FROM THE SURVEY REPORT. 

LIST ANY SUGGESTION S OR CHANGES TO BE INCORPORATED INTO THE SUR- 
VEY PROCEDURES WHEN THE NEXT COMMUNITY SURVEY IS CONDUCTED. 



ADDITIONAL LOCAL CONSIDERATIONS: 



COMMENTS: 
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POCKET SURVEY 



Company 

Address 

Type 

Owner-Mgr. 

# Full-time Employees 

# Part-time Emplo> 

# Seasonal Employees 
Hires H.S. Students? . 
Hires H.S. Graduates? 
Comments: 

Form ■ 
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SAMPLE LETTER EMPLOYER 
THANKS FOR COOPERATION 



(Date) 



Dear (Prospective Employer) 



Thank you for your cooperation and assistance in the job placement commur-'ty survey. Our 
students are qualified for employment arid to Jbecome contributing citizens in o community. 

If you have full- or part-time job openings please let us know, and we will try to provide you 
with qualified applicants. Please contact the Placement Office, telephone number 

Sincerely yours, 



Placement Coordinator 
: High School 



Form 13 
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END OF YEAR CHECKLIST 



ACTIVITY 

1. Applicants for next year's enrollment 
interviewed, counseled, and notified. 

2. Occupational placement of this year's 
graduates confirmed. 

3. Student records up to date. 

4. Instructional and resource material 
returned to library, business, or 
other sources. 

5. Check for new business and industry 
to community to be surveyed. 

6. Organize instructional material, forms, 
publicity, etc., for next school year. 

7. Reports and other information on advi- 
sory committee up to date and on file. 

8. Evaluation reports on program completed 
and on file. \ 

9. Annual report prepared and disseminated 
to appropriate persons. 

10. Departmental records current and com- 
pleted. 

11. Program of work, development and research 
activities, prepared for next year. 



UNDERWA Y COMPLETED 




Form 14 
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Procedures 



■ 
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CHAPTER IV 
PROCEDURES 

Effective placement requires certain functions, procedures, and a system of forms to 
expedite the process. 

\i 

A student can expect to receive information and services from the placement office at key 
points throughout vocational training. Student placement contacts include: 

A. An orientation to the placement service: 

— On entering the vocational program 

— Through publicity efforts of the placement office. 

V B. A vocational student survey completed to determine placement needs and interests: (See 
page 29, Student Interest Placement Survey, Form 8) 

An annual survey may be conducted to determine student needs and to assure that the 
placement office remains alert to the student services. 

C. Registration with the placement upon entry into the vocational program: 

^ If a student desires to enter the vocational program during mid-term, the form used for 
the initial survey (Page 29, Form 8) may be used to register the student. 

— Develop Student File 

When the student registers with the placement office, begin an individual file. As the 
contacts with the placement office grow, the student's file should contain many of 
the following items: 

• Student Interest Placement Survey (Form 9) ^ ' 

• Student Profile (Form 15) 

• Student'Resume or Data Sheet (Page 82) 

• Permanent Address 

• Picture 

• Student Interview Reports (Form 19) 

• Initial Employee 
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\D. Airangemerfts for jobinterviews: 

At this point in the placement procedure, the placement coordinator is matching student 
interests and skills to job requirements and attributes. As this requires a thorough under 
standing of the student, the placement coordinator needs tOiCheck with the vocational 
teacher for further information. 

Care must be ta An to recommend students for jobs they are qualified to fill; otherwise, 
the success of the program will be in jeopardy. If possible, two 'or three qualified 
applicants should be scheduled to interview for each job opening, Thi§ provides the 
employer with a choice of applicants and gives the students prstejice interviewing. 

- INTRODUCTION CARD (Form 18) / 

— jjGive each student sent on an interview an introduction card to give the prospective 
employer. The card gives the student the interview information and lets the 
employer know the source of the applicant. 

- STUDENT INTERVIEW REPORT (Form 19) 

The student will complete and return the interview report from the interview. This 
form should be filed in the student's folder as a record of the job interviews. If the 
student was hired, the information on the form will be usef ul in the initial follow-up. 

- NOTICE TO VOCATIONAL TEACHER (Form 21) 

- ■ x 

Notify the vocational teacher that the student has been hired. 

E. Obtain information on^rther education opportunities: 

The placement office should maintain or have access to materials describing further 
educational opportunities. The counselor may also have informatk.. available for the 
students, or the school library may contain a section of educational opportunities. 

The placement coordinator, however, needs to become familiar with the options open to 
vocational students. The local office of the Alabama State Employment Service has 
additional information on job training programs for dropouts, disadvantaged students, 
and handicapped students. 

/ 
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F. Receive supportive services: 

A placement service cannot be considered successful if the students placed have not made 
a satisfactory adjustment to the working environment. Supportive services^hould be 
available to help students make this adjustment. For example, some students/may need 
counting to develop acceptable work habits. - 

- In addition to the forms nee Jed to facilitate the student service side Qf the placement office 
functioning, additional f ovms may Le useful for the efficient handling of the job reauestX^^^ 
and placements: i ^ 

-JOB AVAILABILITY CARD (Form 16) 

Listing of the job opening from the employer with job requirements. 



EMPLOYER THANK YOU LETTER-JOB OPENING (Form 17) 
A thank you letter to the employer for informing you of a job opening. 
DA|LY SUMMARY SHEET OF PLACEMENT ACTIVITIES. (Form 22) 
A summary sheet to record daily placement activities. 
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STUDENT PROFILE 
NAME ^ 



SOCIAL SECURITY NO J. DATE 

ADDRESS 



ANY PHYSICAL DISABILITIES (SPECIFY) 



TIMES ABSENT LAST YEAR TIMES LATE LAST YEAR 

HIGHEST GRADE LAST YEAR IN (SUBJECT) 

LOWEST GRADE LAST YEAR IN (SUBJECT) 





GUIDANCE COUNSELOR RATING 
GOOD FAIR POOR 


VOCATIONAL TEACHER RATING 
GOOD FAIR POOR 


DEPENDABILITY 














SOCIABILITY 














COOPERATION 














SELF-CONTROL 














WORK-STUDY HABITS 












i 


PERSONAL APPEARANCE 














VOCATIONAL SKILLS 














SPECIFIC SKILLS 















TEST RESULTS (FROM COUNSELOR) PICTURE 

! ABILITY \ 

PERSONALITY 

GATB 

OTHERS 

Form 15 

do 



(SIDE 1) 



Name of Firm 



Permanent 
Temporary 

JOB AVAILABILITY CARD Part time _ 
Date 



Nature of Business 
Address 



Phone 



Zip Code 



Person Calling 
Refer to 



Title 



JOB DESCRIPTION 

Work Done - 



Number of Openings 

Salary 

*Age 



Testing 



Personal Qualifications . 



Education 
Hours 



FORM 16 
(SIDE 2) 



(See other side) 



REFERRALS 



NAME 


AGE 




DATE 


NAME 


AGE 




DATE 








































































































































PLAC 


:ements 












NAME 


AGE 




DATE 
START 


SAL. 















































































































This 4x6 card, or one similar, can be used to record notices of jobs available as they 
come in from employers and to provide a permanent record of referrals to and 
placements with a company. 

FORM 16 44 
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SAMPLE LETTER TO EMPLOYER 
i- (THANK YOU LETTER) 

I 


• 


i 

I (Date) 




Dear : 




Thank you for informing us of your recent job opening for a Q° b title ^ 

We appreciate the opportunity to place students in your employ. 


- — 


If you have job openings in the future, we would appreciate the opportunity to be of service to 
; you in filling those vacancies. 




\ Sincerely yours, 




Placement Coordinator 


• 


FORM 17 
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STUDENT INTRODUCTION CARD 



Name Date 

Company Address 

Appointment time 

This will introduce . 

i 

from the placement service of the - L 

high school, who is interviewing for a job of l 



Placement Coordinator 



FORM 18 
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STUDENT INTERVIEW REPORT 



STUDENT'S NAME 



DATE 



NAME OF BUSINESS 



ADDRESS 



TYPE OF BUSINESS 



INTERVIEWER'S NAME 



INTERVIEWER'S POSITION 



POSITION APPLYING FOR 



REASON FOR APPLYING 



DID YOU GET THE JOB 



. STARTING DATE 



ESTIMATED WEEKLY HOURS OF WORK 



STARTING SALARY 



1. DO YOU HAVE A CALL-BACK DATE? 



BEST TIME TO CALL BACK 



2. WHAT WAS EMPLOYER'S REASON FOR NOT HIRING YOU TODAY 



3. WHY DO YOU THINK YOU DIDN'T GET THE JOB TODAY? 



4. TO WHAT QUESTIONS, OR INFORMATION ASKED, DID YOU HAVE DIFFICULTY IN 
RESPONDING? ■ 



5. DID YOU FEEL ADEQUATELY PREPARED FOR THIS INTERVIEW? 

6. WHAT, IF ANYTHING, WILL YOU DO DIFFERENTLY ON YOUR NEXT JOB 
INTERVIEW? ■ 



7. DID YOU GO FOR THE INTERVIEW ALONE? . 

8. WHAT WAS YOUR IMPRESSION OF THE BUSINESS, BASED ON THE INTERVIEW? 



9. WHAT WAS YOUR IMPRESSION OF THE INTERVIEWER, BASED ON THE 
INTERVIEW? 

FORM 19 47 60 
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PLACEMENT FORM FOR PART-TIME WORK 



Name - — . Address Phone 

Are you presently employed? 

Name of Company Name of Manager 

Do you wish to keep the same employment next year? : 

* What hours can you work? 

Monday From To „ Hours 

Tuesday From To Hours 

Wednesday From : To Hours 

Thursday From To Hours 

Friday From To Hours 

Saturday From To Hours 

Sunday From To Hours 



Do you want employment this summer: Full-time Part-time 

If planning a vacation, give approximate dates to 

If different from above, phone number where you will be during the summer months. _ 
Completed vocational program 

Agribusiness Health 

Business & Office Home Economics 

Marketing/Distributive Ed. Trade & Industry 

List your first three work choices: 



FORM 20 
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NOTICE TO VOCATIONAL TEACHER , 
OF STUDENT PLACEMENT 



NOTICE TO VOCATIONAL TEACHER 
Dr./Mrs./Miss 

To: Mr./Ms 

student 

employed at ; 

(Name of Company) 

(Type of work) 



(Placement Coordinator) 



Form 21 



Employment date - 
Employment hours 
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DAILY SUMMARY SHEET OF, 
PLACEMENT ACTIVITIES 



(Month) 



.,19_ 



DATE 


NEW JOB 
OPENINGS 


STUDENTS SENT ON 
JOB INTERVIEWS 


JOB 
PLACEMENT 


FOLLOW-UPS 


CONFERENCES 


PUBLICITY 
(SPECIFY) 


OTHER 


ADVANCED 
EDUCATION 
ASSISTANCE 


EMPLOYEES EMPLOYER 
































• 








t 


























• 
















• 


























































\ 






\ 








































J 


















































1 







© 
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CHAPTER V 



STUDENT PREPARATION 

Pre-employment preparation for the vocational student is an essential component of the 
vocational program. Without this preparation, even the simple process of filling out an 
application form can be an anxious and frustrating experience for the student. An unprepared 
student, not knowing where and how to begin, may be confused by such a complicated-looking 
form. 

Pre-employment education is designed to provide all vocational students with a working 
knowledge of the necessary skills in the employment process. The skilled vocational student 
should be a confident job seeker! 

Vocational teachers and placement coordinators may use these materials to develop their 
own pre-employment program. The materials ipay be used on a group or individual basis. Some 
alternative approaches the placement coordinator, vocational counselor or vocational teacher 
may consider include: 

— Conducting a pre-employment clinic. 

— Giving pre-employment classroom instruction. ^ 

— Using the separate units to give individual help to an early program leaver. 

Each school system will identify the combination of approaches which work best in their 
school. Local factors to be considered: 

— The drop-out rate 

— The time of year the greatest drop-out occurs 

— The number of vocational students who find jobs in the locaUrea 

— The employment procedures used by the local community 

9 

The pre-employment materials in this chapter have been designed to cover the basic 
elements of seeking employment. By reading, studying, and working through the examples 
provided, the vocational student planning for employment upon leaving high school will know 
the employment process and be able to apply knowledge in getting and retaining a job suited to 
skills, abilities, and interests. The pre-employment chapter in this manual is divided into five 
units: 

1. Developing Stuuent Awareness: The student is encouraged to examine interests, . 
abilities, and skills. The student should know that there may be a need to make 
alternative choices in finding the job that best suits him/her. 



2. Looking for a Job: The fundamentals of determining job availability are covered. 
Determining job satisfaction among several jobs is also covered. 

A social security section is presented. A supply of social security applications 
for the student to use in applying for a social security number should be obtained. 

3. Getting the Job: Basic components of obtaining a job are presented. The student 
develops a resume and is shown how it may be used in other related steps of the 
employment process. Job interviewing tips and employment test-taking pointers 
are covered. 

4. Keeping the Job: The essentials of retaining the job are presented. The student is 
shown ways to upgrade on the job and to evaluate independently. 

5. Terminating a Job: The correct way to terminate a job is discussed. How a former 

. „ vocational student leaves the jobjnay well affect success on the.next job 

Today's labor market is competitive ancl demanding. The school that utilizes pre- 
employment preparation for vocational students helps eliminate much of the fear and failure of 
attaining employment. Vocational students who can function independently in the employment 
process are capable decision makers. The ultimate goal of pre-employment educatior 's to 
produce a job seeker who is knowledgeable of the employment process, and who can function 
independently in that process. 

All vocational courses include a content section on student placement preparation. The 
placement coordinator and vocational teachers must coordinate the instruction of this section to 
assi.re every vocational student the opportunity of training in these materials. 
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AN EFFECTIVE JOQ HUNTING PLAN 

EFFECTIVE JOB HUNTING IS MORE THAN JUST . LOOKING FOR A JOB! 

— If you have a definite job hunting plan, locating the fight job is much easier! 

— Effective job hunting involves getting the job that is right for you in terms of 

-A 

your interests, skills, and abilities! 

— Knowing where to look for that job, how to get and keep th&job, are all part of a 
purposeful, overall joo plan! 




LET'S LEARN THE STEPS TO EFFECTIVE JOB HUNTING . . . 
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JOB HUNTING PLAN 



The following factors combine to make an effective job hunting plan. You will be studying each 
factor in detail. As you study, use this checklist to check off factors you feel you know enough 
about. If you need more information on a factor, star it and tell your teacher or counselor — they 
will give you further information and help. 



1. DEVELOP YOUR AWAREN3SS: 

KNOW YOUR INTERESTS, ABILITIES, AND SKILLS 

BE AWARE OF YOUR OCCUPATIONAL OUTLOOK 

2. KNOW THE KEY POINTS IN LOOKING FOR A JOB: 

HAVE A SOCIAL SECURITY CARD 

KNOW WHERE TO LOOK FOR A JOB 

KNOW HOW TO USE THE WANT ADS 

KNOW HOW TO USE EMPLOYMENT AGENCIES 

KNOW HOW TO WEIGH JOB FACTORS 

3. KNOW THE KEY POINTS IN GETTING A JOB: 

HAVE A RESUME (PERSONAL DATA SHEET) 

KNOW HOW TO WRITE A LETTER OF APPLICATION 

KNOW HOW TO FILL OUT AN APPLICATION FORM 

KNOW HOW TO HANDLE A JOB INTERVIEW 

KNOW HOW TO HANDLE EMPLOYMENT TESTING 

4. KNOW THE KEY POINTS TO KEEPING A JOB: 

KNOW HOW TO CONTRIBUTE TO THE FIRM 

KNOW WHAT MAKES GOOD WORKERS 

KNOW WHAT MAKES POOR WORKERS 

KNOW HOW TO SUCCEED ON THE JOB 

\ KNOW HOW TO EVALUATE YOURSELF 

5. KNOW HOW TO TERMINATE A JOB. 



Form 23 
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STUDENT AWARENESS 



INTERESTS, ABILITIES, 
AND SKILLS 



.When one begins to look for a job, know your interests, abilities, an- skills. If possible, find a job 
that matches these points. The following questions will help determine interests, abilities, and 
skills. Answer each question truthfully so that when you complete the form, there will be a 
TRUE picture of your interests, abilities and skills. 



SELF INVENTORY OF INTERESTS, 
ABILITIES, AND SKILLS 



EDUCATION 

1. What school subjects are your best? Why? 



2. What school subjects do you have trouble with? Why? 

I 

~\ 

3. Which school subjects do you like? Why? 

\ 

4. Which school subjects do you not like? Why? 

\ 

x 5. What extra curriculaV school activities do you take part in?. 



. 6. What extra curricular school activities would you LIKE to take part in if you had a chance? 
\ Why? i 
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Form 24 



SELF INVENTORY OF INTERESTS 

ABILITIES, AND SKILLS 
(continued) 



JOB EXPERIENCE 

1. If you have worked before, which job did you like best? 



2. What did you like best about this job? 



3. What did you like least about the jobs you have held? 



4. Did you work with other people? Did you enjoy it? 



PERSONAL 

1. What do you think are your most outstanding abilities, skills, or talents — the things you do 
well? 



2. What do you think are your weak points or things you want to improve upon? (Include 
personal habits as well as physical activities and mental attitudes.) 



3. Do you get alongVell with other people? Why? 



4. How do you spend your free time? 



Form 24 
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SELF INVENTORY OF INTERESTS, 

ABILITIES, AND SKILLS 
(continued) ' 

5. What do you like to do best during your free time? Why? 

6. What would you like to do with your free time if you had the chance? 



7. Do you have any health problems that would keep you from working at the occupation you have 
chosen? 

8. What personal satisfaction do you expect to get from a job? 

t 

OCCUPATIONAL CHOICE 

1. What is your occupational choice at this time 



2, How did you become interested in your occpational choice? 



3. What persona! satisfaction do you expect to get from your occupational choice? 

4. What do you want to be doing FIVE years from now? What are your goais for the future? 

5. Would the occupation you have chosen help you to meet the goals you have set for yourself in 
the next five years? How? 



Form-24 



57 

70 



ELF INVENTORY OF INTERESTS, 

ABILITIES, AND SKILLS 
(continued) 



6. List three jobs you would be most interested in doing for which you are already trained or 
which you can learn tp do. List them ir. order of importance to you. 

A. Name of Job 



Why does this job interest you? 



B. Name of Job 



Why does this job interest you? 



C. Name of Job 



Why does this job interest you? 



7. Which job listed above can you do best at this time? 



Look over the form you have filled out to identify interests, abilities, and skills. You will want to 
look for a job that, as nearly as possible, matches these points. 

It is important to be aware of what you LIKE to do and what you CAN do well. You will have a 
greater cnance of succeeding on the job if you can find a job that matches your interests , abilities 
and skillst\ 



Form 24 
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YOUR OCCUPATIONAL OUTLOOK 



ASK YOURSELF: 



Are you qualified for the job you really want? Do you need more training 
and education? 



— If you are qualified, look in the want ads (or other job leads, such as the state 
employment agency) for jobs that you are interested in doing and know you can do 
well. 

— If you are unable to find job openings in something you really want to do, look for 
related jobs where you can still use your skills. 

— If you have a special skill or training and cannot find a job, you will need to 
consider moving to a town where such jobs exist. 



ASK YOURSELF: 



Would you be happier in another town doing a job for which you were trained? 



OR Would you be happier staying at your present location doing a job which does not 
require the training and skill you have? 



OR Would you be willing to retrain and develop new skills to stay at your present location? 
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JOB SEEKING SKILLS 



SOCIAL SECURITY 



Social security is the Nation's basic way of providing a continuing income when family earnings 
are reduced or stopped because of retirement, disability, or death. 

If , you are employed, your contribution is deducted from your wages every payday. Your employer 
matches the amount taken from your paycheck and sends both amounts to the Internal Revenue 
Service. If you are self-employeji, you make your contributions when you fill ou^ your income tax 
return. 

Your wages are entered on your social security record throughout your working years. This 
record is used to figure your cash benefits when you are ready to draw social security. Every 
employee in an occupation covered by social security must have a social security card. This card 
contains your name and the accpunt number to which your contributions will be recorded. 




If you do not have a card, > on may get an application from the nearest post office or social security 
office. 

£te sure to take your social security card with you when you apply for a job. 
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FOUR BASIC BENEFITS OF SOCIAL SECURITY 

1. RETIREMENT CHECKS: 

I 

You can retire as early as 62 and begin drawing social security. 

2. DISABILITY CHECKS: 

If you beconue disabled before 65, you can get disability checks if the 
disability is expected to last at least 12 months or is expected to 
result in your death. * 

3. SURVIVOR'S QHECKS: 

If the worker dies, survivor's checks can go to certain members of the' 
worker's family. A lump sum is also paid when the worker dies, 
usually to the widow or widower. 

,4. MEDICARE: 

Medicare is hospital and medical insurance.for persons 65 and over. 
Medicare is available to you if you are disabled for more than 24 
months. 

Workers and dependents who need dialysis treatment or a kidney 
transplant because of chronic kidney infection may also receive 
medicare. 

» 

Further information about the benefits of social security can be obtained from the social security 
office. There are booklets available which describe these benefits in detail. 
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IMPORTANT POINTS TO REMEMBER ABOUT YOUR SOCIAL SECURITY CARD: 

mm Yotrgetw* social security number during your lifetime. If you get more than one 
number, contact your social security office. 



— If you lose your social security card, contact your social security office for a 
duplicate. 

— If you change your name, contact the social security office to get a new card 
. showing your new name. 

SAMPLE APPLICATION FORM 

Practice filling out the application for a social security number. The instructions that appear on 
the back of the application form are on the back of this page. 



ID CN DO 

APPLICATION FOR A SOCIAL SECURITY NUMBER 

U* W»*»<tlc«» — Utk. PtUt U lUtV » Do* I U« Ufc of U»« Tyoowfltor . 



633 



• 00 NOT WAtTC IN THC AMOVC SPACC 



J 



fcftflj FULL NAMC 

TOU WILL USC IN «ORX 



(M>441» Mmmm mt l~.tfi-lf r~>; itftm llf J 



P**t ULL 
NAMC ClVtN 
TOU AT tlRTH 



(Ymt) \ 



YOUR (tmm*l (Of) 

OATE OF 

•iRTH 



OF 

•IRTH 



fC«**»* it kf~) 



TOUR PRCUnT AG€ 
! (Am m t*»j ' 



MOThCR'I F ULL MA*E AT MtR »IRT M (Mt m»i4~> *mmJ 



TOUR itX 

MAI.C FImaIC 

_□ a 



FaThCR'I FULL NAMC IR*f«rtfU»» l#v«»f 



TOUR COLOR OR R*C« 
r#l *MJ Tt MICRO OTHCR 

n □ □_ 



have too Ever ecfORf appl»eo for 

M OR MAO A UHtTfO STATfS SOCiAl MO IHO* VCS jt 

L™i SECURITY. RAILROaD, OP IAX *CC OUWT |—| r~[ 



OON'T (It "Ttr* Pw«- 1TAT< i. r~ WW w< OATC r~ WW W SOCIAL ttCVUTr KM*** tt Ummt 



NUMBER* 
TOUR 

MAILING , 
AOORCIS 
! Iooay'I d"aYI 



ntlRHONC NUMIER 



(H**m+t m»4 Sift, Aft N+ . P 0 mt Mmv*mt 



(?* Cmml 



1 



NOTICw y\—*m, mtont to f«U»ly hit o> imwm •lt«'» t»u« identity, willfully fvmithst or cowMt to »• 
furmthoo 1 foWo .nformohon in opplytng f©» • tociol tocvdty nvmhof, it twb|«ct to • lino of not mo*» fhon $1,000 
of iwgowniwont for up to \ yo«, o* hoth. 
Stm TOUR NAME MtRt (0« Mmt Ptmtl 



D 



TRf ASURT OCPaRTMCNT I****** R«« 
_20»» >VS »»■'«' 



~R«twm fmy\mH4 •p»U**Hm H *mmr mm% 
SOCIAL SECURI'T aOminUTRaTION OFFICE 
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INSTRUCTIONS FC R COMPLETING SOCIAL SECURITY APPLICATION FORM 

These instructions have bet i copied from the back of the social security application form. The 
numbered items below refer to the same numbered items on the sample application form you are 
to fill out. 

/» 

. t 

*If any information is not known and is unavailable, write "unknown." Use 
typewriter or print legibly in dark ink. 

1. Your social security card will be typed with the name you show in item 1. 

3. If not born in the USA, enter the name of the country in which you were born. 

5. If a stepfather, adopting father, or fosnr father is shown, include the 
relationship after name, for example, "John H.Jones, stepfather." 

10. If you have ever before filled out an application like this for a social security, 
railroad, or tax number, check "yes" even if you never received your card. If 

t you check "yes," give the name of the State and the approximate date on 
which you applied. Also enter your social security number if you did receive 
the card and remember the number. You may find your number on an old tax 
return, payroll slip, or wage statement. 

11. If you get your mail in the country, without a street address, show your R.D. 
Routeand Box ntimber; if at the post office, show your P.O. Box No.; if there is 
no such way of showing your mail address, show the town or post office 
name. If mail under your name is not normally received at the address which 
you show, use an "in care of" address. 

14. Sign your name as usually written. Do not print unless this is your us. r 
signature. (If unable to write, make a mark witnessed by two persons who 
can write. The witnesses preferably should be persons who work with the 
applicant and both must sign this application. A parent, guardian, or 
custodian who completes this form on behalf of another person should sign 
his own name followed by his title or relationship to the applicant; for 
example, "John Smith, father.") 
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LOCATING A JOB 

You have to find an employer who is looking for someone to fill a vacancy. There are different 
sources of job leads to help you locate such a job. 

— Vocational job placement office 

— Vocational teachers 

— School counselors 

— Other school teachers or administrators 

— Friends or relatives 

— Business and industry personnel office 

— State or local employment offices 

— Private employment agencies 

— Civil Service announcements 

— Radio and TV announcements 

— Newspaper want ads 

— Trade magazines 

— Former employers 

— New company construction 

Now that you know where you may find job leads, here are some suggestions for compiling your 
list of potential employers: 

1. Look first in your area of training: 

You will be able to apply and use your interests, skills, and abilities better. 

2. List several possible employers: 

, * 

You will have more confidence in locating a job when you know you have several 
potential employers. 

3. Remember, different jobs are available in the same firm: 

A lav department store, for example, not only needs sales clerks but also 
secR ^-electricians, carpe n ters, a nd l abo r e r s. 
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THE WANT ADS 



The want ads, or classified ads, provide a quick, efficient source of 
job openings. Not only business people but state and federal 
employment offices, as well as, private employment agencies list 
job openings in the want ads. 



HOW DO YOU LOCATE A JOB OPENING YOU ARE 
QUALIFIED FOR IN THE WANT ADS? 



— Look underthe general job titles: secretary, beauty 
operator, mechanic, sales person, plumber, etc. 

— Job openings are usually alphabetized 
according to common job titles. 

— Study the want ad for the following points 



— skill, education, experience requirements 

— job duties 

— working conditions 

— limitations such as age, physical demands, 
a car. 

— If you think yoaarequalified and you are interested * 
in the job, follow the directions in the ad: 

— telephone a given number 

— apply in person 

— write a letter of application 

— send resume (don't send without a cover 
letter) 
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Dress according to the job for which you 
are applying. Clean clothes are certainly 
appropriate* 

*— 

Listen carefully. Ask questions if you don't 
understand what the job involves. 

Thank the inte viewer for his/her time. 
Find out whether you can expect a tele- 
phone call or if you should telephone for a 
reply. 



POINTERS FOR ANSWERING THE 
WANT AD BY LETTER: 

If you answer the want ad by letter, you will want to include the 
following points: 

— How you found out about the job. 

— State your education, training, and experience. 

— Include a reference. 

— Ask for an interview. 

— Give your telephone number and address. 

If you are ask^ to send a resume, you would write a letter to send 
with your resume which covered the points above BRIEFLY. Your 
main purpose in writing this letter is to get your prospective 
employer to WANT to read your resume. 

If you are writing a letter of application WITHOUT a resume, you 
will want to give more details. You need to write enough about your 
education, training, and experience so that the employer knows you 
can handle the job. 



Don't be too "windy" though. T\^ 
sentences should be enough t< 
training, and experiance. If it is 




paragraphs of six to seven 
about your education, job 
need to develop a resume! 



A sample letter is given on page 68 as an example to follow in 
answering a want ad by letter. 
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SECRETARY 

Good shorthand tnd typtnp rotulr- 
(4 tQhou' week, ticeflent benefit*, 
Itltrv nee . frtl parking. Eastern 
Sect Immtd ogtrugg Hit? to 



. ... 

»rwk At1trnoont.MUTurc.EKMf. 
I2>4 4t3 

; f C ft ETARY. Immtd nitd St! 
^Ptn to WOO mo 7U 3403. Quttirtd 

try Consulta nts. 

tCCRCTARY'LEOAU. la* tirm 
Sowntown Experience reouire 
Tvoma 1 SH Ct>l Administrate 



SECRETARY 

sAedktl Laboratory Associates hts 
in immediate opening lor * secre 
krv et executive ceiiber Must be 
*»pencnctd in dictaphone trtn 
-cnptien tnd htve typing speed in 
»c«i SS wpm Thi$ poittton 
couie* tn tlert individual with t 
*ood performance 'ccord Liberal 
>enehls. gooo -or Hint coruiitlcni 
*>tUrv b«v*o or. toiiitv a no experi- 
ence. For turmer detail*. Ctlt t33 
1/31. en U 



SECRtTARIf * 4 TVPtiTS, need- 
tor ttmportrv oulonmtnH Too 
Can PAftfiMt 
lRVICE »tuu 



•TRUCK DRIVER 1.0c t« tnd short 
haul For apttltnct Dutr Rctpon 
sibl* tor driving tnd untotding 
ipplv in person, 9*1 lam. l-tpm. fOQ 



TRlTCk DRIVER needed tor 42 
it ate operation, mutt have 2 veers 
OOT and 1 veer fat tiper ence cad 
between* AM-3PM U*7&3 



TRUCK ORIVERS 
deaton truck lines has an 

IMMEDIATE NEED FOR EX- 
PERlEMCED OVER THE ROAD 
DRIVERS NEV. AIR CQND 
TRACTORS TOP PAY 4 SPECIAL 



BENEFITS CAli PERSONNEL 

" - SSSS (COLLECT), 

317 AVE W 



B'HAM. ALA AN EQUAL OPPOft 

TUNITV eMPLDYER 

TRUCK DRIVER~S.Vtctor tr titer, 
need 2 tor S'etit. 1 couole to run 
West, and 2 lo run Ate ketsonab'e 
lee. Driver Placement Service 
SSOjtvVUt Ave N . StV2224 



TRUCK ORIVER wanted to haul 
produce to the East Coa\t. Ctll J**- 
1 749 . 744 &S44 

TRUCK tNS>ECTOR.~Et*lt Motor 
Lines Inc hts tn opening for J 
outhfitd truck Inspector who w» 
comprehensivtly inspect both W#c- 
»or* 4 trailer* 5*10*1 per vrk.pjld 
hospitalization 4 vacation It vou 
ouaiifycalius tnatiam at J? 4-44 71 



St 



■ RECTOR 7H! 
EATON. iNC 



TYPIST. Ion* tnd snort term. Too 
hr:y rate, no tee. Manpower Inc , 
101 N 1 mi St.. 3227407. 



TYPISTS-STCNOS. Ctretr oopor- 
tunlfv with F8l in Washington 0 C . 
TvPlsts (U744), Stenos (S7S94) 
Aopuctnts must undergo beck- 
ground investigation and pais oue«f 
ficttionsttst «WPM for Typist. 60 
WPM tor Stenos For information 

ctll 372 77 11 wkdtv s 

WATrETSWAITRESSCASHlEli 
atply Ireland's Restaurant. 103' S* 
70th St tfter2PM EOE 



WAITRESS. Brttkttst 4 lunch 4 
dtvs Exp only Excellent tips 4 
best station Apply in perion'bnlv. 
alter 1pm Steve Leontl* Smote- 
houst RestturtM. 2731 Ith Avt N 
8 'htm 



WAITRESSES, uptrlenced AppW; 
m person. Hkkofv House 880. U20 
Forettd tit Stud , cal l 7t4ft» 
WAITRESSES. M am-2pmTor$ 33 
prw to 10 30. pm, or lull w***enos 
Apply in person Klnoi Cttflsn Kino. 
3101 24th St. N . 1300 3rd Ave N 
fromf 30tol0 30tmonlv 



WAITRESS will train, various 
hours open, flood working condi 
tions. tPpIv tt Holiday inn Civic 
Center 72»-10th Ave H between " 

AM- 11 AM 

WAREHOUSEMAN 4 Truck help- 
er Powderiv Feed 4 Hardware 
Powdertv. Al 



WAR£JO>U4£^li4Ct(v4ns r «tmtU y 
or male, flood oar 4 benetils, 
It m Sp m. Mon.-Frt , apply 23)4 



WELDERS ' 
NEED IMMEDIATELY 

Work near Alabaster, 
Must nass AWS Certified 
tion test. Call Pat McPear 
oonat 823-7081. Sat. only. 
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POINTERS FOR ANSWERING THE 7 
WANT ADS BY TELEPHONE 



— Have a paper & pencil ready to jot down important 
details. 

— Talk to the person stated in the ad if one is listed. 

— Tell the person WHY you are calling.. # 

— Answer any questions about your skills, education, 
& experience. p .v^ 

— , Find out about the job: location, hotirs, duties, pay, 
etc. 

s » 

— If oo»h you and the prospective employer are inter- 
ested, you will probably be asked to come in for an ( 
interview and to complete an application : : 

Be sure to get the — 

— name & address of the firm 

— name of person you are to see 

— time & place you are to come 



vt<J la vafjl 
rfl.*.to/ C 

» tr^Mwurt* 



<r*Or* fO WPe 'Vilt,»»ffl» 
csmmv«;iy Mult 0* \t" 
lOtttr ne#* 4 t>4v« 0*n trlMwgrt* 
lion C*il M7 OI/&I em aom 
GAftOENER JANITOR, to Hvc on 
prop* 'tr with pit <<vlr0 e>pen<fci 
tumuned _S 1 ? Ojyv*e*OU«>**.S 
GENER Aw OFFICE ~eccCr'«tr up 
fit 4' nt* t*treep«ne Sdavi 4 4 JO 



GENERAL OEEtCE. 411 nc tktlh 

?ood tvpino Tfrvo 4 perm* poll 
toot Ktre Helper* 171 KM ^ 



GENERAL OFFICE, Good phone 
vo><e 4 Mte »yo n? will out you In a 
'»vcin#t>n\i position to «et ahead 
Beautiful atmosphere good bene 
•in • r«Ue% KM SSOOtoiftrt - 
C*l8Rj»C0f PiuUtK 8*9f " 
R0CBUCK W«Hr»4 lelilnt 
Lero4itPeri Agency .avfern 
Sect 



POINTERS FOR ANSWERING THE 
WANT AD IN PERSON 

When you answer a want ad in pe?^n . the same rules apply 
as when you are going for a job interview: This IS jour 
interview. Briefly: 

— Be neat and clean. 

r 

-r- Be thereon time. 
~— ^70 by yourself. / 
* — Be polite and respectful. * 

— Have good posture and manners. 

— Take a typed resume. ~ 



tNSTALL>€« needed Apply at 
AAidai woHier Shop. WOO Parkway 

Eetl No PftV >* c 

JANITOR for church Will con vitff r 
rap*oie v fftiffdj>ff w Ct'l Won 4 
Tuev t JO* _m ;*,vjn u ______ 

r K E Y*P 0 H C H'oft RA70R "/" 
-Immediate opcniftp for part time 
Vty Punch operate Cec-tnr ap- 
pointment 

GGSLIN SHAM INC. 
m 7SU 
AN EQUAL OPPORTUNITY 
EMPi OYER 



GRILL HELP Experienced only 
Hot Doo Stand CffMiine 110 lo 
H IS Appj y ^ Cfty/ch Street 

"guards' 

Permanent full time and partjlm* 
employment in the B*ham. Beuenv 
ft, Irondaie 4 Snemv Cpvnfv arcai 
All ihttli with tome ever*, mc All 
equipment turn *.th excellent 
Drnetiti. Tor Interview, report to 
Security Enpineeri. Inc . JM Wood 
*aro B100 . Jit Ave 4 JOtH St . 
Brum 

NaTI DRESSER, double your tf 
Come. J wav com mini on Uftive'U 
tyH_tr Car r» Cent re. Wl «6*0_ 
HAROWARE OEPTTmaNAOER 4 
oart time waitress EspenenceO 
Apply Wooico. Wei bel Or F airfield \ 
Anjt «jua_i opportunity emplo yer . 

HOUSE MOVER Eapericroced. 4U> 



KIEV PUNCH OPERATOR PGlttiyf 
open for c «per opere'or witn firm 
in fcevtrrn *'fa 6 »ci b*netlt\ an 
equal opportunity employer Apply 
Personnel oH»cc. United Cha<r to 

» t * Church Hi t: Ave NW 

LOCr CT^ R K 4>\S *<r» 'i.dr a " ' 
mnntenAn(f Mri ottt*t re\cof<% 
D*e tetlirti <<sv ir#* a»ye L'Ott 
Blue $hie«d Waior ^ed»cn» i*\ 

•imiiy coverage S4.*r r %1 «*1 
^nnyjiiy. ipp '» Pert^.Ag 
;jlf>Baliam/..r- p c 
Au«w S»'*af* 
L P N OR RN wl»3f 0 jji" 6of»o- 

NorvrgMemf tl)^t*4 

v aTo fUIi timTio' locai acanmen* 
Cpmpift Fo^ atPOinl^f ^1 cai<l?> 
3H1_ . 

MAid$dayiv»,fhci .'O 
COOK wAiC *it^c* 401WMO 
VAtOUlO" ) So^vs *••n'^' SM 
WCODfcuPlOyuCV.SERviCE 



Annuaiiy. aoo » b*o*.«o Ca'"** 
JJTO-BaUam A.r Pc***"> $tj' 



32 > 



23» ^Aaury BiO« _ _ 

MAIN T €H A N C £ MAP 
penencfo Aot <omf^yr,t»y neec> 
a>i a'ovmo c «p*'ifnced man 'o* hj 
me *or» torn* t>* \t«« t'*riff 
\ot>er nr-*! 4 n*vr o*n iranipon* 
tion ktA »wn.s»»f<jpf jnai#tr Ca ' 
•J" 9W0*.*a'i 4pm * 
M A I N T E N A NC E~M~A~Nrmu*! be tl* 
uenencec Ooo3 oa-f. e«e. i»«r 

<'tS OOCfl 100 l«U"fy H0ur$ 14 » 

• Overtime Aooiyjnp* ton C C 
^•wyers Induttnil P*t>'k*io-% 
WI7lO<hAve S tec Ja^?\ ^f nof 
">OOr NO^» 

MAINTENANCE MAN 

Mws* ^**e tome e«per»*nce *»itn J 
c*>*\t eie**»"C*' »»o'» Also 'J^pj'd 
r rvj« no* to *e»d a> turn li* 4701, 
Mr Mc Kav or aoo'yTOJO van 3e'tri ,# 

NUafbES. Rf'% and t PN'A. **Jlt Of 
P4rt tfme *»r home health care »rv 
Ice. SuttiCiary of Uotonn Co r*e« 
■n Bham Good taiary 4 **i>* (, '> 
Can between I )0 ^ ». M-F.aj) 
" ivatQp^ty Empl M/P 



NURSE wanted in horn* for Invalid I 
chtid. n>ao^3 1 
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SAMPLE LETTER 

Here is a sample letter for a job in the want ads that asks 
you to apply by letter. 



SECRETARY 

SoufMfOe Wtilknowi. comptrw 
DiCMpftont trfcftierlpllon ^ mujt. 

MOPUfll «ftd wt Injurinct Free 
Parking Si*«ry bfltcd on «&Ultv & 
ciperlmcc comoitft rttumt 
tcBo« G 24. co 6 *i»m 



114 Casper Street 
Birmingham, AL 35205 
May 15, 198- 



Box G-24 

Birmingham News 
. Birmingham, AL 35203 

Dear Sir: 

Please accept my application for the job of secretary, which was 
advertised in Sunday's Birmingham News. A copy of my resume is 
enclosed. 

I am a recent high school graduate. My course of study in high school 
was vocational business and office education, which includes training on 
the transcribing equipment in high school along with shorthand, type- 
writing, filing, and general office procedures. 

Last summer, I worked as an assistant secretary in the office of Mr. 
Joseph Petty of the Kamtrax Corporation in Clinton. I transcribed, 
answered the telephone, typed speeches, and performed other general 
duties. 

I feel that I an capable of doing the work that you described in the 
want ad and would like to have an opportunity to talk with you about the 
job. My telephone number is 843-4546. 

Yours truly, 



(Miss) Brenda Cate. 



Enclosure. 



Form 26 
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SOME CAUTIONS ABOUT WANT ADS 



Want ads that list specific facts about the job, working conditions, salary, adv. ncemeat, job 
duties, etc. , usually offer more than a job which is listed as a glamour job with rapid advancement 
and the chance of making large earnings. 

Be cautious of want ads such as this; 



Wanted: Young, dependable men & women. 
Can earn top salary if hard working. No 
experience necessary. We train you at our 
expense. Fringe benefits. Call 224-7381. 



In this ad, your salary would probably be based on the number of sales you made door to door. The 
fringe benefits could be a sample of what you are selling. In this want ad, the employer isn't out 
anything. You probably would have to sell the product to make a commission or you would not 
make anything. 
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PRIVATE EMPLOYMENT AGENCIES 




One of the most efficient ways of finding a job is by checking the want ads. 
Private employment agencies use this medii: to advertise job vacancies for 
which they are trying to find applicants. 




70 
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Business people will sometimes use a private employment agency to find applicants, instead of 
going to the business, go first to the employment agency. 




The business person may decide to use a private employment agency because the agency can: 

— screen applicants according to the qualifications the employer wants. 

— have a large pool of applicants and will send the best available person for the job. 
The employer can have someone on the job In hours. 

— relieve the employer of many details: finding applicants, placing a want ad, 
* checking references, etc. 

-r handle the testing for which the employer may not be prepared to do. 

— provide interview rooms or booths for the employer to use to interview prospective 
employees without interruption of the business. 

— help reduce the cost of advertising and recruiting of employees. 



The private employment agency charges a fee if you gejt the job to which they referred you. The 
fee depends on the agency. Usually, the higher salary you make, the higher the fee. You are 
required to pay this fee unless your employer pays it for you. If the employer is going to pay the 
fee, it will usually be stated in the want ad. 

WARNING: FIND OUT THE AGENCY FEES SCALE. READ THE FINE PRINT ON 
ANYTHING YOU ARE ASKED TO FILL OUT OR SIGN! 

WHAT DO YOU DO WHEN A WANT AD SHOWS THAT A JOB VACANT IS* BEING 
HANDLED BY AN EMPLOYMENT AGENCY? 

— Read the ad carefully and ask yourself: 




4 



— Does it sound like I would be interested in the job? 



— Do I meet the skill and education requirements? 



83 



— Is there anything that would keep me from. being able to perform the job: 

need car, night hours, lift heavy objects, etc. 

— Is the fee paid, reimbursed, or do I have to pay the fee? (If nothing is 
stated about the fee in the ad, you pay it!) 

— If you are interested, telephone the agency to state your interest. 

— The agency will invite you for an interview: 

— You will complete an application form, be interviewed, and perhaps be 
tested. 

— They can tell you whether you would be qualified for the job and if there 
are other jobs of interest to you. 

— The agency will send you for a job interview: 

— You will probably be given a card which gives the name of the person you 
are to see, the name, address, and telephone number of the firm, your * 
appointment time, and the j<3b for which you are applying. 

— The agency will ask you to check with them after the interview. They 
need to know if you got the job or if they should keep looking for you. 

SOME POINTS TO KEEP IN MIND WHEN YOU DEAL WITH A PRIVATE 
EMPLOYMENT AGENCY: 

— Most private employment agencies are reputable, but you must be alert to those 
that are not!^ 

— It is a good idea to contact your Be* ler Business Bureau before you do business 
with a private agency to check its business reputation. 

— You do not have to pay a fee to the agency unless you get the job they sent you to 
interview for. If you pay a fee to the agency and lose your job in a few days or 
monthrfor no apparent reason, contact your Better Business Bureau. 

— Don't be pressured into a job by an overly aggressive interviewer at the 
employment agency. If you are offered the job by the employer, it is your decision to . 
make. You do not have to pay the fee if you are offered the j ob but decide not to take 

. it*. 
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FIGURING THE FEE 

The fee is usually based on a percentage of your monthly or yearly salary. 
Examples below show how fees may be charged: 

MONTHLY 



Fee You Will 

Monthly Fee Percent of Have to 

_ .Salary Monthly Salary Pay the Agency 

$560 25% $140.00 

$640 50% $320.00 ^. 

$750 60% $450.00 

YEARLY 

Fee You Will 

Yearly Fee Percent of Have >o 

Salary Yearly Salary Pay the Agency 

$10,000 • 5% " $ 500.00 

$12,000 7% $ 840.00 " 

$15,000 io% $15o0.00 



When you are interviewed by an employer -that the agency says pays the fee, check with the 
employer before accepti ng the job to confirm with the interviewer, who has agreed to pay this fee. 

If you are to pay the fee, find out in advance how the agency expects'you to pay: all at one time at 
the beginning of the job, within 30 days of starting the'job, or on a time-payment basis. 
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ALABAMA STATE EMPLOYMENT SET ^ ICE 



An excellent source of job leads is your nearest state employment office. Your local employment 
office is well informed on jobs and job opportunities. The employment services this office 
performs for you are FREE! 




SOME OF THE SERVICES AVAILABLE TO YOU INCLUDE - 
- HELP IN LOCATING A JOB: 

o ■ 

Many employers contact the Alabama State Employment Service to 
locate suitable employees. When the employment office sends you for an 
. interview, a job opening exists. 

EMPLOYMENT COUNSELING: 

The employment counselor at the State Employment Service can help 
you take stack of your interests, abilities, skills, and experience. The 
counselor knows the joib requirements for different jobs and can help 
match your talents to those job requirements. 

Form 27 
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EMPLOYMENT TESTING: 



Your skills can be tested and evaluated by the employment service. The 
test results will be discussed with you and will be recorded on your 
record. When a job becomes available that matches your skills, you will 
be considered for it. Additional tests of appitude and abilities are 
available to be given. 



INFORM A TION ABOUT FURTHER EDUCA TIONAL OPPORTUNITIES. 



If you are between 16 and 21, have dropped out of scnpol or are unable to 
* benefit fnjm regular school attendance, and need vocational training to 
get a decent job; you may qualify for the Job Corp! The Job Corp provides 
living quarters and spending money while you receive training and 
education. Cofttact your nearest State Employment Service office for 
further information and screening. The employment service knows of 
other training programs available to you in your locale for which you 
may qualify! \ 



f 



REMEMBER: 



THE SERVICES PROVIDED 



BY THE STATE EMPLOYMENT 



SERVICE ARE FREE! 
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WEIGHING JOB FACTORS: 
PAY, BENEFITS, INTANGIBLES 




When you are offered a job or are changing jobs, there are many factors to weigh before taking the 
position. Some of these include: 

— What is your take-home pay? 

— What are the benefits which accompany the job? 

— .IJqw much will it cost to actually be at work each day? 

— Would the job be satisfying to you? 

— How would the job meet your needs and aspirations? 



01 
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WHAT'S MY TAKE HOME PAY? 



Salaries and wages are often quoted by employers as gross earnings. Gross earnings are used 
because tax deductions vary due to the number of dependents, the amount of earnings, etc. 

Optional benefits and deductions offered by an employer also differ. It is generally advisable 
to ask what programs are available for enrollment as these can affect the actual money you 
receive on pay day. ; ; 



BASIC REQUIRED DEDUCTIONS 
FEDERAL TAX & SOCIAL SECURITY 



EMPLOYEE'S^ RECORD OF EARNINGS AND DEDUCTIONS 



PA* Pt*OuO i 

- . j 
10 !•> n jtGk,' 





RtOtJl A 9 PAY 
1 


... . , 
OVtRIiWC A Y \ 
{ 


MtSC Pay 




, ? l K \ <i I 


i ; i 





GROSS 
EARNINGS 



TAX OCOuCTtOVS 
FCOC^Ai j f I C 

\t> SM ! 1 



3't 



MAJOO Mf 0 | PCnSiOn 1 


OCOuCT IONS 
BluC CROSS | 


GROUP 

_ 


INS 


hC At Th 6 aCC 


', 1 IV C <'3| 


1 
1 


2 


2? 


• 



OT Mfft 
1 ■<»( 



1 l S SAVINGS BONDS 

2 MAINTENANCE 

3 MEMBERSHIP DUES 

4. TEACHER'S 1'ENSION • PRIOR YEAR'S 

5. STATE POLICE INSl RANCE ■ 
to. COMMUNITY CHEST 

7. SICK BENEFIT 

8. CREDIT UNION 




L 



0TH|« C0U 



/ Y£AR TO 0*Tf 

Car^nGS j* FtOCRAi Tax 




f l C * 

1 

' S? 



NET PAY 



RETAIN THIS STUB - IT IS YOUR RECORD OK 

EARNINGS AND TAX DEDUCTIONS BY THIS 
MUNICIPALITY AS REPORTED TO TH E FEDERAL GOVT 



OTHER DEDUCTIONS OFTEN 
OPTIONAL 

• health insurance 

• dental insurance 

• long-term disability insurance s 

• pension 

• savings bonds 

• life insurance 

• accidental death and disability 

• tax-sheltered savings plans 
(investments on which the income 
and appreciation are taxed only 
when /ou retire or 

• when you receive them) 



NET PAY is the actual money you 
receive on pay day after all required 
and optional deductions have been 
taken out. 




WHAT^OTHER BENEFITS DO I GET FROM THIS JOB? 



Some benefits associated with working are not always visible. Often some of these overlooked 
benefits are paid for in part by your employer. At the time of the interview or when considering a 
position ask about: / % 

— Employer's contributions for your protectibn which may include: 

— Health Insurance 

— Savings Programs 

— Profit Sharing ¥ 

— Unemployment Compensation v 

— Worker's Clothing and Safety Garments 

— Medical Facilities and Health Tests / / 

— Pensions 

— Travel Insurance (covering mishaps when traveling on business) 

— Education Programs or Reimbursement for courses related to job 

— Sick leave with pay 

— Paid vacations and holidays 

— Discount Privileges such as discounts on merchandise or services related to the 
job 

» 

WHAT WILL IT COST TO WORK AT THIS JOB? 

Frequently we often overlook the costs which are associated with being employed. It may be of 
value to calculate estimated weekly expenses before you make a decision about a job. 

Estimate weekly expenses for: Child Care (for working 

Transportation $ parent) $ 

Lunches (or cost of food eaten •> Gifts for other employees $ 

away from home including soft , 

drinks and coffee) $ Special materials, uniforms or 

c equipment for the job. $ 

Clothing (including cleaning) $ 




! Other 

TOTAL 

WHAT'S IMPORTANT TO YOU IN A JOB? 

Take home pay and benefits may be only part of what you want from a job. Think through what 
other things you consider important in a job. t 

What are some of the mosc rewarding things you've felt about any job you've ever done? 

1. : : ■ 

2. _ , 



o. 

How might you rate these in order of what's important to you? 
Job Security (little chance you'll be released from the job) 

Opportunity for advancement Flexible hours and long vacations 

Recognition for your work Pleasant working conditions 

Good wages- - Interesting work * 

Opportunity to learn and use your ideas. Friendly cb-workers 

Other, such as ■ ^ — 
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Would the job be 
satisfying to you? 




What are the benefits 
which accompany 
the job? 




How much will it cost 
to actually be at work 
each day? 



I 

r 



How would the job 
meet your needs and 
aspirations? 



/ 

ARE YOU READY 
TO DECIDE? 



(Now try to take all the information you've gathered and summarize it below to reach a decision 

whether you want the job or not.) 



I estimate my 
take-home pay to be: 



$- 




I estimate my 
expenses related to 
working to be: 




I estimate my jab 
benelits to be worth: 



Appreciation is expressed to J. C. Penney Company, Inc. for the use of their materials. 
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JOB ACQUIRING SKILLS 
THE RESUME 

The "Resume 0 or "Personal Data Sheet" is a written summary of your personal and job 
information. This information sheet also contains your educational preparation special 
interests, and references. 

Your personal data sheet will have information similar to that requested on many job 
application forms. Be sure to take your data sheet with you when filling out an application form. 
The information on your sheet can be copied onto the application blank and will help you submit 
a complete and accurate application. 

SAMPLE RESUMES 



John Richards 



PERSONAL I>ATA SHEET 

\A\H J»nn V. Kichirdt 

AI>l)SF*> , s 1-«0I Vnito* M*\f t iMnfwti O ttoJonT 5 * Wli 
TFLFPHOM W 

HOfW UWREnn W Hurt ""ifrri Pommouth O 
HOMI TELIPHONL liiilW.' 
A& U , »EIC"T 

HHtATtON >)m*»h«f Trchrmil Coilrg* 

t rfhiKnr «" ChftniCil T«hr»ok*\ 

* Sorvvkh^rf Alabama 

llati Rank I Vff- Tenth 

C.r»duit«J Mi) ln7« 



/ 



t X T KA 1 1 KRlCl I-AR ACTI\ ITIE^ 



»hKh pad turtViiny l Jitton «jwn*« 



f 



Mrmbrf ol AnwtxJn MuArM Ch^miciJ S>ocicty 



ftoKK i \PFRIF\ll 

~4Un<r»LN™ilIJtx*Ho<*% JIS&WoodburnA^nw Cincinnati Oh»m 
pjrt „< mv rtwprr atttf Walton I ha*r b**n »ocki« full umt a»«natf 

mx *trk prrxflli a* a lit *at«* atmtant 

summrr Ajai Uboraior* supfrf* Lomfurw 

1^1 - Prvnxurd lrom xhipf*fig (^pjrtrrsrni altfr m month* 

imntvFs 



C<rfvr*l I hrmKa! tab 



\1r Ualifr } Vhapp 

ftwumouth O 



!>r Mm (> Ryan ' 
Prrfrwx *vhouloi (.hcffintrv 
> nitmtt> of (."virifiiti 
Cuvinnin O 



Jane Doe 



Jarwlk* 

nil*} l niiffMtt A«fni>r 
luM»kt>v> Mabama 
i numitt ! .'I ' I 

P|KM>NM ItAM ** 



llnght * 

Mafttat ""Tito* ^ir^W 
MfiUh (wllcil 

<HU "UIONAI t.OAl *> 



Mr i 

\\n h hf lit 



Horn* Ktotrw 

Hamilr.f Alabama 
H—w 1 M t In** 



H.nhdat t-fNua** 



M* foal i* 1 1 r m mr fit vt>*n**t i*w »«mpat 

,an*m* »ith *aM »»»' t<- manj£»-nf n* i»»nt •*»* 



I nixrrtilt (/ Mabama 
IVtrw B*hrlof o< Aru W.' 

Mine* £n$li*h Litrraiurr 
M»jof 'HoN'f!* 

Inoottfiil P»v<hA*> (f«xr»l*>*iho»«v\ 

F nfUih I tlrraiurr F-tooofr^* Bumi»<*v 

(.rj^fN iftftffllfnt ift n»Kw »ul»^ »*<f»*r Ti.^.rf tn ,Ktffv 

tXTKAU KKIC I I AK M HUTlh 

•^frtif* Alphj Pi 7rt» hi^if* mkiv* tfiiffftit* 
\ xt Prr»Klfnt »ivl v» t h»irpft«* tlw ABl 

UUKKIXPFKIFMF 



M P»oi Mmimod 
PiyrotHi«fk 

Wf»tf*« Aluminum C ocn pj n > 
Himilton Alitumi 
IVor to<Joo* Silrtpcrvon 

Lifffujrd C*mpChippf»f 



/ 
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DEVELOPING your personal 

DATASHEET 

_ k- " . 

A form has been provided foryDtkto develop your own personal data sheet. Once this form has 
been completed, you are ready to type or neatly print this information in the format shown in the 
samples. ' A \ 

r 9 — 

When you prepare your resume, remember: 

— Be neat! Careless^efesures and misspelled words are not acceptable. 

— Bqaccurate! The information you give should be correct and complete. 

— Use good quality white paper! 

— Mqke a carbon copy! This will save yoiUime in rewriting the resume. 

— Keep an extra copy, neatly folded, in your billfold! 



p- Be sure it is typed! 



\ 



j i 



if 




REMEMBER: YOUR DATA SHEET REPRESENTS YOU! 



V - • > 



ERIC . 



V 
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PERSONAL DATA SHEET . 

NAME . 

Last First Middle 

ADDRESS 

No. Street , City State Zip 

PHONE NO. .^-SOCIAL SECURITY NO . AGE 

HEIGHT WEIGHT DATE OF BIRTH 

(Month/Day/Year) 

HEALTH MARITAL STATUS DEPENDENTS 

POSITION DESIRED 

EDUCATION 

HIGH SCHOOL: 

NAME , GRADE COMPLETED 

. ADDRESS GRADUATED 



(Date) 



ADDITIONAL VOCATIONAL TRAINING: 

SCHOOL WEEKS COMPLETED 



ADDRESS COURSE COMPLETED _ 

EXTRA-CURRICULAR ACTIVITIES AND SPECIAL INTERESTS: 

WORK EXPERIENC E 

(List most recent first) 

EMPLOYER'S NAME '. : DATE OF EMPLOYMENT 

ADDRESS 



(Date) o 



(From/To) 



JOB OR DUTIES PERFORMED '.. . 

SALARY: REASON FOR TERMINATING 



EMPLOYER'S NAME '. DATE OF EMPLOYMENT ... 



(From/To) 



ADDRESS 



JOB OR DUTIES PERFORMED 

SALARY REASON FOR TERMINATING 



EMPLOYER'S NAME DATE OF EMPLOYMENT 



(From/To) 



ADDRESS 



JOB OR DUTIES PERFORMED 

SALARY REASON FOR TERMINATING 

REFERENCES 
(Other than relatives) 

NAME NAME 



ADDRESS ADDRESS 

OCCUPATION OCCUPATION 

TELEPHONE TELEPHONE _ 



ER J C Form 28 82 D 7 



LETTER OF APPLICATION 

If you apply for a job by letter, be sure it represents you in the most favorable way. As the 
purpose of the letter of application is to get you an interview, the application letter is your chance 
to SELL yourself and have your prospective employe/ grant you that interview. 

There are some special instances when you use an application letter: 

— If the warn ad asks you to reply with a letter of application. 

— If you live too far away for a screening interview. 6 

— If you have heard abou^ a job and want to follow up on the lead. 
Some points to keep in mind when writing your letter of application 

— Type your letter. 

— Keep a copy of the letter and resume. 

— Put enough postage on the letter. 

— If possible, write to a name, not a position. If you write to a person, make sure the 
name is spelled correctly. 

A letter of application may be in one of two forms: 

1. A short cover letter with a resume enclosed, or 

2. A longer letter in which you include the important points you want to emphasize. 



Here is a basic outline you may follow in developing your letter of application 

1. In the first paragraph, state, the purpose of your letter — the job for which you 
are applying. Mention the source of your information about the vacancy 
and/or why you are applying. 

2. In the second and third paragraphs, outline your qualifications: education, 
training, and work experience. If you use a resume, only highlight your 
qualifications and refer to the resume for the rest of the details. 

3. In the above paragraphs if you do not use a resume, include a reference. Your 
prospective employer will have someone to contact if interested in you. 

4. In the last paragraph, ask for an appointment for a personal interview. 



AS A COURTESY, BE SURE TO ASK THE PEOPLE YOU LIST AS REFERENC ES IF YOU 
MAY USE THEIR NAMES! 
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SAMPLE LETTER OF APPLICATION 
(WITHOUT RESUME) 



1301 Dean Street 
Cambridge, Alabama 36438 
April 30, 19 



BoxlOOA , 
Carrier Herald 
Carrier, Alabama 36843 

Dear Sir: 

Please accept my application for the job of Automotive Mechanic, which was advertised in 
Saturday's Carrier Herald. My training and experience have prepared me to handle stich a job. 

My interests, abilities, and job experience are in auto mechanics. During high school, ! have 
worked two summer vacations as a mechanic's helper in the employ of Mr. Dorsey of the Ready 
Repair Garage in Cambridge. The first summer employ involved general duties and performing 
jobs as the mechanics directed. The second summer was devoted to brake adjustment and repair, 
general power train maintenance, and assisting in engine overhaul. 

Upon high school graduation this May, I will have completed a two-year automotive 
mechanics course. This last year I received further training in mechanics in electrical systems 
maintenance repair work, front end alignment, and more details of engine overhauling and 
carburization. 

My training and education have prepared me to perform the quality of work required, and I 
would like to have the opportunity to come in and talk with you about the job. My telephone 
number is 827-8847. 

c 

Yours Truly, 



Bob Smith 

Form 29 e 
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SAMPLE LETTER OF APPLICATION 
(WITH RESUME) 



1301 Dean Street 
Cambridge, Alabama 36438 
April 30, 19 



BoxlOOA 
Carrier Herald 
Carrier, Alabama 36843 

Dear Sir: 

Please accept my application for the job of Automotive Mechanic, which was advertised in 
Saturday's Carrier Herald. 

My training and experience have prepared me to handle such a job. To give you detailed 
information about my qualifications, I am enclosing a resume. 

My interests, abilities, and job experience are all in mechanics. During high school, I have 
spent two summer vacations as a mechanic's helper in the employ of Mr. Dorsey of the Ready 
Repair Agency in Cambridge. Upon high school graduation this May, I will haw completed a 
two-year automotive mechanics course. 

My training and education have prepared me to perform the quality of work required, and I 
would like to have the opportunity to come in and talk with you about the job. My telephone 
number is 827-8847. 

r 

* Yours truly, 



Bob Smith 

/ - > 



Enclosure 



Form 30 
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APPLICATION FORMS 



When you apply for a job, one of the first things you will be asked to do is fill out an application 
form. The application form provides the employer with information to get to know you better in a 
short period of time. It is often on this information that a decision is made to hire you! 

Most application forms cover four areas. ^ 

1. Personal Data 

2. Education & Training 

3. Work Experience 

4. References 

PERSONAL DATA: 

0 

This section usually covers the following items: 

— name 

— date of birth 

— nationality 

— height & weight 

— marital status (optionaf to list) 

— health 

— number of dependents 

— date you can start work 

EDUCATION AND TRAINING 

Usually space is given for you to fill in the high school you attended and any additional 
schooling or training you have had. 

OR 

You m&y^be asked to circle the highest grade you cbmpleted in school: 



1 2 3 4 5 6 7 8 9 K) 11 12 13 14 15 16+ 

ALSO ' 

Some application forms leave a space for you to list any of your honors or special 
activities. 

WORK EXPERIENCE: 

* You may be asked to fill in the following information on blanks or in squares: 
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v. 



— where you worked before 

— how long you were on each job. 

— what were your duties 

— how much did you make (salary) 

— why did you leave the job. 

REFERENCES: * 

You will be asked to list three to four people who can recommend your work and your 
character — usually NOT relatives! You may want to include your vocational teacher, 
any summer employers, or part-time employment during school. 



When you complete an application form, here are a few points for you to remember: 

— Be neat. * 

— Answer all the questions carefully. 

— Print, don't write. Most application forms request you to print your answers. 



The information you are requested to give on the application form is similar vo the information 
you prepared for your resume. If you have a resume prepared when you go to fill out an 
application form, you will save yourself some time/ 

Practice filling out the following application forms. If you do not have a resume prepared, take 
one of the practice forms with you It will save you time and help you give complete and correct 
information when you fill out the application form. 
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JCPenney Application for Employment 



Oat* of Application 



Last Nam* 


First Nam* or Initial 


Middl* Initial 


Social Security No 


Street Address (Include City. Stat* and Zip Cod*) » 




T*t*Phon* No. (Inc. Area Cod*) 

( ) 


Ar* you at least 18 yiin of ege> 

If und*f 18 yeers of age, applicant will ► 


□ Yes □ No 
w required to submit * work certificate if required by the scat* 


Ar* you Under 70 ytm of eg*' 
□ Yes □ No 


Hav* yoo *v*r been employed by 
Penney t Or *rty of its Subsidiaries 7 


If y*S. not* unit rwjmL*f «nd address 


Termination Data 


Why did you leave ? 


□ Yet / □ No 


c 







Position / general wor k area for which you ar* applying 



Oat* you can start work 



Type of employment you are seeking 

□ Ful, Time Q Part Time 



If part time Or temporary, note dayi. bout and tengtn of time you desue employment 



Describe any beck ground experience, military service, education or 
training which you conuder applicable to the position for which you ere 
epptying 


Names and Locations of Schools Attended 


Oitj you 
ves 




Grammar School 






High School 






Other (Neme or Type) ^ 













Federal law and a majority of state Jaws prohibit discrimination m employment because of sex. race, color, religion, age. handicap, and national Origin 
The 1973 amendments to the Age Oiscmntnciion m Employment Act of 1967 prohibit discrimination on the basis of age with respect to individuals who 
are a*, least 40 but iess than 70 years of age Of course, the company observes all valid state a'nd local laws which have a higner age requirement 
JCP 6300 1 <H*v 10/78) (front) 



\ 



\ 



Work JHistory 



Oates E mpioyed 



From 



Mo / Yr 



To 



Alt 



Company Name and Address 
(Start with last or present employer) 



If you ar* employed *t present, why do you wish to cheng* 7 



Nature of Work 

Ounng Each Employment 

and Supervisor's Name 



1 

earnings 



Start Leaving 



Reason For Leaving 



Oo you have any pnySicai or mrntil condition which may limit your ability Q y*s 

to perform the«ob applied for or oos* a potential ns« to other employees' q Nq 



I ^currently employed, may we contact your employer fo» a reference *t this time 7 
D Yet □ No 



Are you legally eligible to 
work in the United States' 



List relatives employed by Penneys 



No I '«*•"•••" 



If yes. please explain 



ot a Citiren Mt 



Type of Vcsa held 



Document No 



~L - 



Neme end address of person to contact in an emergency 



V<thm th« lest 7 years h*we you been convicted of a tuony involving dishonesty, breech of trust, or one closely related to your future work here? 

□ Yes □ No 



I understand that »f I am employed, any misrepresentation or omission of material facts on this application is sufficient cause 
for dismissal My continued employment will depend upon the successful performance of work assigned to me during a trial 
penod of up to 90 days and upon the further need of my continued employment by the company. The company, in conStd 
enng my application foi employment, may veufy the information set forth on this application and obtain additional information 
re.ating to my background I authorize all persons, schools, companies, corporations, credit bureaus and law enforcement ao/naes 
to supply any information concerning my background. 



Signature a* shown on Social Security Card 



JCP 6300 1 (Rev 10/781 (back) 

Courtesy of J. C. Penney Company. IK. 
Form 31 
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Fom 3 . Rev. 1*77 



Rank CUu 



Option 



APPLICATION FOR EXAMINATION 

RETURN TO. 
STATE PERSONNEL DEPARTMENT 
MONTGOMERY, ALABAMA 3G130 

AN EQUAL OPPORTUNITY EMPLOYER 



Co. 



City 



Ed. 



Emp. 



Date 


Cert. 


Res. 


Ed. 


Exp. 


Other 















INSTRUCTIONS: 

A KPmtt application U 
required for each examination. 
Social Security number and 
marital status are Included on 
application to facilitate plae*- 
ment of successful applicants 
on Sute payroll and to aid In 
drterminin* eligibility for ve- 
trran'x preference. Failure to 
complete theee portions of the 
application form will not result 
Lnyour being disqualified from 
competition. A~L BLANKS 
MUST BE FILLED IN WITH 
A TYPEWRITER OR INK. 



DO NOT WRITE ABOVE THIS LINE 



CERTIFICATE (Muat he signed by applicant,: " ' 

I certify that all statements on or attached to thU application axe true and correct to the best of my knowledge. I understand that any false statement may cause 
me to be refused the opportunity of examination or employment. 



Sicned 



Title of 
F-xamtnatinn . 



Mr. ( ) 
Name Mr*. ( ) 
Mi*s< > 



Middle 
(Type or print your name) 



Date of 
Birth 



Place of 
Birth 



Arlftrrtt 




Race 






, House No. Street City State 


Zip Code 








Age 


Legal 

R mi dene 




Height ft. 






City County 


SUte 








Tel, No socix) 

ltnmr CUUrr c «... KJ- 




MarlUl Status* 


Single ( ). 
Divorced < ) 


Married ( ). 
Widowed ( ) 


Do you obiect to having your employer questioned about your w*wleV 


Do you have any physical handicaps or health problems that would keep 
you from doing the kind of work for which you are making application? 




Yet No 


V H answer is "Yet" give full 


Have you ever been discharged or forced to resign from a position? 

Have you ever been convicted of a law violation other than a minor traffic violation? 


Yet No 

Yes Np 


> particulars on a separate sheet. 


EDUCATION: Elementary and High School: Circle the highest grade completed In school 1 


2 3 4 5 6 7 8 


9 10 


11 12 


Name of School Address 


From 
Mo. Yr 


To 

Mo. Yr. 


Did you 
Graduate? 


Degree 
and Date 


Major 


lfifh SfhAAl 








xxxxxx 


XXXXXX 


Jr. PnlUfr 












Cal. or t!niw»»*tt r 












Col. or Unit.* v 












Bui. or ConrtOondfnff School 












U you attended college but did not graduate, how many semester hour* credit do «nu have'* 



Lut professional certificate or lieense If applicable 



List below courses included In .your education which are particularly related to the duties of this position* 
SubJecU 



Semester Hrs. 



Semester Hrs 



THIS SPACE TO BE FILLED OUT BY PERSONS CLAIMING VETERAN'S PREFERENCE 



Are you a veteran? 



. Date Inducted or enlisted 



Date separated . 



Are you receiving compensation for a service connected disability? If so. give your claim number . 

Are you the widow of a veteran? If so, give the full name of your husband 

Are you the wife of a disabled veteran*-. 



. I f so. give name of your husoand and explain, on another sheet, extent of disability 



widow of LZ2,„ X i< Jft^ 1 1 i f ? m *l Ar < my ' "J"*' Air FOr v"* MuUxt Corp '* OT CoMt Gu " d * rr * nt,Ued to tw * P«inu veteran's preferen 
77 .?m * . UJch .P fr, f" * no die<J tfn* of duty or ibe widow of a veteran who meet* requirements of the preceding sentence, is entitled to ten pomts preference 
f. tSSS ,« f ! ntlU * d l ° len . ?? nt * P"'™'" « h * »■ •Urtle to receive compensation for a ^ice connected disability . and the w.le of ! disabled "JerVn 
is entitled to ten point* prtferenee If the veteran cannot qualify hunself because of his service connected disability. w«a«™ »r«r«n 

BEFORE YOU CAN BE GIVEN PREFERENCE. YOU MUST SUBMIT DOCUMENTARY PROOF OF YOUR ELIGIBILITY 

Form 32 
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REFERENCES 



List three reliable persona 10 1 relatives or pre tent employer, who know you w»U enough to information about you. 



Name 


Address 


Occupation 






















i WORK HISTORY 



Beginning with your PRESENT or most recent employment, list tn REVERSE ORDER period* of employment. Each time you chuiged tobs or your title 
changed should be luted as » separate period. Give complete In forme U on. eepecUUy about the kind of work you did. B* tuxe to include end describe your miliury 
experience, if any. This section must be completed regardless of whether or not • resume' is stuched. 



1 Present or most recent period of employment* 


Employment period 


Ssisry per Year 


Reason for Leaving 


Employ**. 








Address. — 


Month 


Yew 


Beginning S 




City 4 'SUte. 










T y>e o' Business - 


Month 


• Year 






Your Position 


Total months 




i...t e 












2 Next most recent period of employment 1 


Employment period 


Salary per Year 


Reason for Leaving 


Employer — - 
Address' , - ■» 


From 

Month 


Year 


Beginning S , 




City L SUte 


To _ 










Month 


Year 






Type of Business. — 
> our Position 


Toul months 




Last S 





Duties (Be Specific) 



3 Next most recent period of emplo>ment. 


Employment period 


Salary per Year 


Reason for Lea one 


Employer , — 








Address. - _ — . 


Month 


Year 


Beginning $ 




City St Stale 


To 








Type of Business 


Month 


Year 






Youi Position . 


ToUl months 




Last S 




Duties (Be Specific) . — 


V * 


4 Next most recent period of employment 


Employment period 


Salary per Year 


Reason for Leaving 


Employer. — - — 

Address 


From ... 

Month 


Year 


Beginning t— 




Citv U State 


To _ 

Month 


7 ear 






Type of Business , 

Your Position 


Toul months 




f 1 




Duties (Be Specific) — — 




6 Next most recent period of employment 


Employment period 


Salary per Year 


Reason for Leaving' 










Employer 


Month 


Year 


Beginning * 




Address. — ... 










City U SUte 


Month 


Year 






Type of Business — . ■ — — - 
Yqui Position — ■ 


ToUl months — 




Last S- 





Duties (Be Specific) 



6. Show other experience by using additional sheets. 
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U Ml ROYAL, Inc. 



"An equol opportunity employer" 
"Consistent with the requirements of vonous s<ote a*d federol lows. ,t ,s the pol.cy of UNI ROYAL Int not to d>tcr .m.note b*' 
PLEASE PRINT (INK OR TYPEWRITER) DO NOT FILL IN SHADED AREAS. 



MISS 'I 

M«S til 

M«. J] 

Oft 4} 



FiRST name 



34 



sojs. |i 



S4 

PERM KHt n T ADDRESS - NUMBER and ST»E[ ' 
3S 



■ EMPLOYMENT 

APPLICATION 

oj*e of oge, sex, rocc, color, religion or national origin*' 
USE LAST PAGE IF NECESSARY 



MAIDEN N-M.E 



•'SOCIAL. S; CU^If Y NO r» 



CITY 






STATE 


CODE 


OPCODE 


COUNTRY 


'IF OTHER T MAN U S A j 


?S 




40 




4* SO 


IS 19 


Si 


76 



PERMANENT TELEPHONE NUMB F R 



Tf m,'ORaPy aDOR'S* if- OtfKRrNT t RQm Pf Rman( n " A5DRFSS 



7» 



TEMPORARY TELEPHONE N^Mfif » ' 



LanCuaCES USED FLUENTLY 



FEDERAL. NE* YORK AND OTHER STATE LA*S AGAINST DIS- 
CRIMINATION PROHIBIT DISCRIMINATION BECAUSE Of ACE. 



:.v,« 77" 



•*vi »o t .( ft rr t s - o*>> 



TYPE Of WORK 
YOU ARE SEEKING 

z I HOW wfRE YOU * 
— ' REEEPRED T Q LIS 1 - 
O 



? 



MIN<MUM SALARY 

! REQUIREMENT _ 



♦/ICH 
SCHOOL 



i 

< {UNIVERSIT 
OR 



! COL L EC E 



O CRADUATE 



— CAUS OH 
O LiCCMSCS 



EARLIEST DATE 

AVAILABLE 



NAME - TOWN 



MAY *E C* 1 I YOUR 
PRFUNT EMPLOYER' _ 



O'O -X< *t*« ' t 



ARE YO" ••LLINC 

TOR Ft Or ate' 



«0««0»S - U»SS "'r-t!' - iv-o.»*. 



u 

oc < 

o 

|s 



COMPANY N AWE & ADDRESS 



3 F— 



BCanCH OE SERVICE 



MO VR (MO 



SUPERVISOR'S NAME , 



«s£ *»♦ -joes 



IT 



T 



SPECIALTY TRAINING 



Form 33 



10G 



(er|c 



0 



uj 
X 

O 



JF EVER EMPLOYED BY 
UNlROYAL. TELL WHEN 6\,*r>ERE 



IF EVER APPLIED TO 

UNIROYAL. TELL 1 



T 



*MEN & *HERE 



HAS ANY COMPANY EVER. RE FU^ED*TO 
ISSUE OfrCARRY A BOND FOR YpU' 

TYPE OF PART-TIME WORK 

IN HIGH SCHOOL & COLLEGE 



no r; 



°MYSiCAL DEFECTS 



t 



if ANY 



h 



PERCENT OF COLLEGE 
.'EXPANSES EARNED* 



RECREATIONAL, HOBBY, • 
AND OTHER INTERESTS 



T 



R*od Th« Following Statement CoreMly:- * 

If employed: 

I will held confidential both dur.rg ond oher my employment oil monuloct^ng or trode secret*, ss wei' ss oil business. .on! denn„, ol my cropio>ei vJnle:.* required byn^ employment. I wil! trc" copv ohy pop^- 
or other records of my employes, whether prepored by me or c eu, nor remove them from Compo^y property. • 

I will d'sclo^e promptly rn writing to m> employer o!J »mpro vemeM s ond invent ior\s I moy cone c** ©t moke dw < n 9 my employment wh<i I- eppec to be « .efu» in • t «. ihe-i or future busmes,,ondm> en-ploy e». wih c <* 
them ond patents on them in ol.l Countries. I wil' ,>qi potent oppl<cof>c" . . a* iqnmcnt^, end other popery, d*i'*ei 1 v-dence ol nng.noi^o" ond tompieticr, one e!c other tnmgs, ot my employer's c*pe~se,*os «t r . 
require to estoblt^i and protect ,tts r>ghts of ownership? c<tiie' during m> tmo*oyment or thereafter. * 

Informot.on submitted hereon moy be *ved ', r obtom.ng, o» the coupon/ » e*pe&>e, 0 >ot>>fo<Jor y ' de''t> bond which . 0 tordifion o 1 my c^P«ov r *ent. \ ogree to mcem*' i t the in»„«o-»ce Co~cony ogomst ict . 
liob>l<ty r cost, demoge, on^ expense t mfcy i.Jc n b» rccs-on p* hov ng c*ecu*cc iord fidelity bond ond the compony 1* s^thoi jtc to po> tc t, t cpp>> ogenst ,otd 'csn, tht onour ol more* due o* tc becor* 
dye to me. So»d Insurance Compnn, no> ;cnc s^c l i f'dtli'y tsono o' S- "me without d»t*los»n$ icosun^ therefor ond *» '^Ovi ^: ng ony nt^fnQii 0 r t i"n connection tncrewith. 



I Certify thqt the tnfcrmotion I hove e»ve«- «f o- Appl tot >c . fo £ r,ploym»nr - ir w e ond corrpiete. Trc coupon <es. sihfjU o^d f>vricn ^omcd obo-ve cid the Ir-^ronce Conpor * moy 0 ve on> .liomction regord r 
me, ond I hereby releosetySem from ci i»o& t, 'ncciot. All .'cien-.e*?:. c *>ointQ n the opplitcNor* no> be 'nve»t»goUd ond, my q.vmg on> fei .1 "crmot'On, or * t^i-Jd ^3 cny 'or** a*»on, needing tftot g<vr 
ot the time oj r»y physrcol e*ominotion. mcv be . *^se for my d vc'^oro?, 9 
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THE JOB INTERVIEW 

The job interview is the climax of a successful job search. It is the opportunity to meet and talk to 
ypur prospective employer or the personnel director. There are no clean-cut rules for conducting 
yourself at the interview; however, there are some things you will want to remember: 

PREPARING FOR THE INTERVIEW 

YOUR APPEARANCE 

o 

1. Look right! Be clean and neat 

Make sure hands and nails are clean and your hair is combed. 

Boys: Be sure to shave and polish your shoes 

Girls: Avoid heavy perfume and make-up, bright fingernail polish. 

2. Dress right: Be sure your clothes are neat, clean, and in good taste. Avoid fancy or 
far-out clothes for the interview. 

ASSEMBLE YOUR INFORM A TION: 

Bring with you to the interview: 

- 1. Pen with blue or black ink 

2. Social Security card 

3. Work records ^ 

4. Resume \ 

5. Birth certificate or working papers if you are under 17. ^\ 



THE INTERVIEW 

1. Be on time! If you are late, your employer may think that you are not interested in the job or 
that you will often be late. 

2. Go by yourself! Leave friends or relatives at home. They are not applying forftfe position. 

3. During the interview: 

— Be polite and respectful! Don't call the interviewer "f riend" or "buddy/' Rather, use the 
interviewer's proper name: "Mr. '\ or "Miss M 

— Have good posture! Stand and sit straight. 

— Don't smoke or chew gum! ^ 

— Know the questions you want to ask! 

— Use correct English! 

— Pay attention to the interviewer! 

— Look at the interviewer! 

4. After the interview: 

— Thank the interviewer for his/her time! 

^— Find out what to do next! Will the interviewer call you or should you call? 
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TEST TAKING POINTERS 



Before hiiing you, the employer may want to test your skills. The testing may be done 
individually when you come in for an interview. It may also be done on certain days of the week or 
whenever a large enough group of applicants has applied. 

An employer's testing program may range from a simple five-minute typing test to a battery of 
tjests covering physical coordination, interests, personality, aptitude and intelligence, usually, 
however, the tests are fairly simple — a way for the employer to check on the strength of your job 
skills. 

You may not know before you go focjt he job interview that you will be tested. It's a good idea to be 
prepared to take tests at that time. Here are a few pointers on things you can do before the test to 
help you do your best: 

BEFORE THE TEST: 

^ — Get a good night's sleep. 

— Eat a good breakfast, but don't eat too much. You'll get sleepy! 

— Come prepared. Bring a pencil and pen with you. 

— Plan to arriye a few minutes early. This way you will be sure to arrive relaxed and 
on time. 

TAKING THE TEST; 

— Listen carefully to oral instructions. If you don't understand, ask questions! 

— Read written instructions carefully. Make sure you know what you are to do. If 
you don't understand, ask questions! 

— Read the questions at least twice. Make sure you understand what the question 
asks of you. 

— If you do not understand, or cannot answer a question, dori'f spend too much time 
on it, skip it and go to the next question. Djn't skip too many questions as they 
usually get harder as you go along. 

— Work rapidly. Go back over your answers if you have time. Be careful about 
changing your answers if you do go back over them. Often, your first answer is the 
right one! 

— STOP when time is called. 

— Do no f t copy or cheat. An employer won't hire you if it is known you cheated on the 
test. 

If you have trouble taking tests, stop by your sc hool counselor's office or the state employmen f 
office to have them give you feamples of tests. They can further explain how to take and score 
better on employment tests. 
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JOB KEEPING SKILLS 



KEEPING THE JOB 



WHAT DO YOU HAVE TO OFFER YOUR EMPLOYER? 



HOW DO YOU CONTRIBUTE TO THE FIRM? 




Mat You Ofkrtout Employer 

'SUABILITY 
M JUDGMENT 

W SKILLS 



WHERE DO YOU FIT IN? 



ERLC 
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THE EMPLOYER HIRES YOU TO MEET A SPECIFIC NEED OR VACANCY IN THE FIRM. 
AS SUCH, YOU HAVE A, CONTRIBUTION YOU CAN MAKE: 

x 

- YOU ADD TO THE PRODUCING POWER: 

The employee may work on an assembly line, sell merchandise to a 
customer, prepare food for consumption, type and process orders, 
replace a pump in a car, etc. 

- YOU FILL A SPECIFIC NEED: 

From the maintenance worker, file clerk, dispatcher, nurse's aide to the 
president of the company, each employee has specific duties and thus 
contributes uniquely to the firm. 

- YOU ARE PART OF A TEAM: 

In fulfilling your specific duties, you contribute to the overall activities 
of the firm. If you don't perform your duties satisfactorily, the entire 
firm suffers! 
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CHARACTERISTICS OF GOOD WORKERS 




I 



TAKES INITIATIVE 



2 



STICKS TO THE TASK 



CHEERFUL & HELPFUL 
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HOW TO SUCCEED ON THE JOB 




Success on the job is a combination of knowing and doia^ your job. Some pointers to help make 
you a success on your job include: 

1. TAKE PRIDE IN YOUR WORK! 

Learn to do your job fast and well. Get to begood at it. 
Work toward knowing you can perform your job better 
than anyone else. When your employer needs someone to 
fill a better job, you will probably be considered. If you 
have done a good job in the past, you may get promoted! 

2. PLAN YOUR WORK! 

Planning and organizing the work makes you more 
efficient and less likely to make costly mistakes. 

3. DO MORE THAN THE REQUIRED MINIMUM 

Do your share of the work and then some! Don't try to just 
"get by" on the job. Your employer notices the extra 
things you do and will remember it! 

4. DO ALL THE WORK THA T HAS TO BE DONE! 

' Every job has parts to it that are no fun, but the work isn't 
dohe until every part is finished. A mechanic, for example, 
may hate to put away the tools and clean up. The job, 
though, is not finished until this is completed. 

5. LISTEN CAREFULLY TO DIRECTIONS AND 
INSTRUCTIONS! 

Do the job as it has been explained to you. Your employer 
has been on the job longer and has had more experience 
than you. Listen carefully! If you don't understand, ask 
questions! 

6. BE ABLE TO TAKE SUGGESTIONS AND 
CRITICISM 

If your employer corrects your work or tells you that you 
are doing something wrong, listen. Be sure you under- 
stand the changes you need to make. Your boss wants you 
to succeed on the job and is trying to give you guidelines to 
make your work acceptable. 
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7. WORK QUICKLY WITHOUT DISTURBING 
OTHERS! 

Each employee has a specific job to perform. Showing off , 
phone calls and conversations take time away from your 
job. When you disti^f) other workers, the business 
suffers! 

8. BE CAREFUL WITH COMPANY EQUIPMENT AND 
MATERIALS! 

Employers expect you not to waste time and materials. 
Wasting materials unnecessarily is expensive for the 
company and can give you a bad work reputation. Be 
careful when using company equipment. If your employe 
er has to replace expensive equipment through your 
carelessness, you may be looking for another job.! 

9. KNOW AND FOLLOW COMPANY RULES AND 
REGULATIONS! 

a 

Companies have rules and regulations to facilitate their 
operation. Some firms have special dispatch schedules, 
safety rules, dress codes, etc. that employees are expected 
to comply with. All employers expect you to comply with 
such basic business rules as coming to and leaving from 
work on time and telephoning if you are u nable to come to 
work. 

10. BE POLITE AND GET ALONG CHEERFULLY WITH 
FELLOW WORKERS! 

Your chances for succeeding cn the job are greatly 
improved when you cooperate with your fellow workers. 
Even if someone is rude to you, don't lose your temper. 
Strive to be like those employees who are cooperative and 
willing to help! 
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CONTINUING SELF EVALUATION 

Self evaluation can help you improve and better understand yourself. It is wise to check yourself 
periodically to make sure you have not fallen into undesirable routines. Use thjs checklist to help 
ycu pinpoint your strengths and weaknesses on the job. { 

How do your efforts on the job NOW compare to your efforts on the job when you were FIRST 
hired? Use the following scale to rate yourself: 

1. I've really fallen behind. 

2. Sometimes I slack up. 

3. I give the same amount of effort: 

4. Sometimes I try harder. 

5. I constantly try to improve myself. 

BE HONEST WITH YOURSELF! 

SELF EVALUATION CHECKLIST 

1 T 3 4 5~ 

1. Personal Appearance: 

Strive to make a good impression ~* . 

wear clean, neat, and appropriate clothes 

have well-groomed appearance * 

2. Personal Work Habits: 

take pride in my work 

plan and organize my work 

do my share of work and then some 

finish all details of the job LJ I > * 

(continued on back) 

FORM 35 
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SELF EVALUATION CHECKLIST 
(continued) 



2. Personal Work Habits (continued): 

follow instructions and directions 


1 


2 


3 


4 


5 












use suggestions and criticisms to improve 

work Tv»rf nriTi a n pp 












work nuicklv without Hi^rnrhinc nthprc 












am carfftil with fmtiinmpnt anrlNriat^rialc 












follow company rules and keep up to date on any 

changes 












limit personal phone calls 












come to and leave from work on time 












don't extend coffee/work breaks 












3. Personal Work Attitude: 

keep nfy skills current 












look for ways to improve job performance 












keep up to date professionally 












Kcia lion snips wiin renow umpioyees: 

am courteous and polite 












cooperate with other workers 












listen to work ideas and suggestions 












avoid criticizing or gossiping 













Now that you have checked yourself on these items, look back over the list and see how many 1, 2 t 
a*id3's you have. These are areas where you need to concentrate your efforts to improve your job 
performance. Check yourself again in a few weeks to see if you have improved! 
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TERMINATING A JOE 

WORKERS NORMALLY CHANGE JOBS SEVERAL TIMES DURING THEIR WORKING 
LIVES. 

Some of the reasons workers change employment include: 

— being fired from a job > 

— inability to perform job duties * * 

— moving out of town 

— a chance for a better job 

— no advancement potential 

— lack of work 

— being replaced by a machine 

— company 's going out of business 

— personality conflicts 

— higher salaries and benefits 

IF YOU INITIATE THE JOB CHANGE, GIVE YOUR EMPLOYER ADVANCE NOTICE OF 
YOUR TERMINATION. 

Don't quit a job by telling your employer you won't be back to work the next day or by 
not showing up for work. 

'Your employer has invested time and money to make you a productive worker. The 
company relies orf you to fill a necessary function in the company. If you are leaving, a 
replacement may need to be trained before you leave. 

Your present employer may be contacted by your new prospective emnloyer to check 
on your job performance and work attitude. The comments and recommendations are 
often based on how you left the employment. 

HOW DO YOU GIVE NOTICE TO YOUR EMPLOYER THAT YOU ARE LEAVING????? 
HOW DO YOU RESIGN A JOB????? 

In some companies, it is necessary only to tell your employer that ycu are leaving. In 
other firms, a letter of resignation is expected. 

Whether your resignation i$ given orally or is written, several points should be 
included: 

EXACT DA TE YOU WILL LEA VE: 

In most firms, a two-week notice is expected. This orovides time for your 
employer to find and train your replacement. 
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REASON YOU ARE LEA VING 

If gpssible, be truthful with your employer. There are some circumstances 
where you will not be able to give the exact reason, such as an incompetent 
employer. 

APPRECIA TION FOR YOUR EMPLOYMENT 

Express your appreciation for being hired and the opportunity to work in the 
firm. Acknowledge the experience and knowledge you have gained. 

If your resignation is written, be sure it is neatly printed or typewritten on white paper. It should 
be put in an envelope with the proper person's nai^e on it. 

Deliver the letter in person, and if possible, stay while your employer reads it. Your employer may 
want to discuss getting a replacement for you as well as any special project you should finish 
before you leave. 
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SAMPLE RESIGNATION LETTER - Form 36 



TO: Paul Smith * 

FROM: Sara Walter 

DATE: August 15, 19_ _ 

SUBJECT: Resignation 

This is to inform you of my resignation as dispatcher on the midnight shift effective Friday, 
August 31, 19 

My work at the Acme Company has beea educational and I regret having to end my employment 
here. A chance to advance into management has been offered me through this new employment. 
With only limited advancement available at this time with Acihe Company, I feel I must accept 
this offer. 

<? 

The work experiences I have had at Acme have provided me with deep appreciation and 
knowledge and these will be of value to me in the future. I have enjoyed working at Acme, and i 
shall miss my association with the firm. 



***************************** 



ONCE YOU GIVE YOUR NOTICE, DON'T SLACK UP ON YOUR DUTIES!!!!! 

Make a conscious effort to put forth the same amount and quality of jjfprk as you did 
before you turned in your resignation. Your employer will appreciate your attitude, ard 
you will feel more inclined to use this person as a reference in the future because 

YOU KNOW YOU DID A GOOD JOB RIGHT UP TO THE MINUTE YOU LEFT. 
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Follow-up and Evaluation 
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CHAPTER VI 
FOLLOW-UP AND EVALUATION 

A. Placement Follow-Up 

The follow-up provides educators with information to improve vocational programs and 
placement services to current and former students. Follow-up studies involve a systematic 
collection of data on former vocational students and their; present employers. Former students 
who are employed "supply the best information for determining the adequacv of placement 
services. A properly executed follow-up of the job placement may result in information about: 

— Adequacy of student skill preparation. 

— Skill training requirements of jobs. 

— Job competency of former studen:s now working. 

— Student satisfaction with job and use of their vocational training. 

— Student needs for further training and education. 

— Evaluating the vocational and job placement services. 

i 

To achieve the utmost effectiveness of a systematic placement follow-up, the following, 
follow-up schedule is suggested: 

1. initial Employee Follow-Up (Form 38) 

This follow-up is to the student who has been placed in a job. The follow-up should 
be made seven to thirty days after'the initial employment. This follow-up serves as 
placement confirmation and a check on the adjustment of the student in the work 
environment. 

2. Employer Evaluation (Form 39) 

The employer evaluation provides a ch&k of the performance of the student as 
opportunity viewed by the employer. It gives the employer an opportunity for 
• input into the job placement service and vocational programs. 

3. A follow-up of the employee one year after initial job placement. 

The same follow-up form may be used as the initial 30-day confirmation follow-up 
(Form 38). Further feedback from the former student after an adequate amount of 
time on the job provides another opportunity to assess the workings of the 
vocational program and the job placement program. 
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B. State-Wide Vocational Student Follow-Up 

The vocational teacher and the placement officer are key figures in the success of the 
state-wide vocational student f ollow-up. Vocational terminees should be alerted to the follbw-up, 
and the follow-up form should be shown to vocational stqdents and discussed with them. The 
percentage of survey returns is improved if the student knows the approximate time the survey 
w'ill be conducted, the purpose of the survey, and the role of the student in improving vocational 
programs. 

C. Evaluation of the Placement Program 

Proceedures for evaluating the Placement Program should be determined at the very 
beginning of the program. Evaluation should be based upon these program objectives. 

The evaluation of the placement service and the folio w-up of students are closeb related. 
Th.JoIIow-up can provide the necessary data to continually improve the quality of the program 
services. Evaluation of the services,- as to whether the services are meeting objectives, is 
facilitated through the*objective data gathered in the employee follow-up. 

Based upon local assessment of the Placement Service goals, the placement officer may be 
able to point out areas of needed improvement. The Advisory Committee can provide a source of 
suggestions for improvement of the services. 
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CHECKLIST FOR VOCATIONAL 
STUDENT FOLLOW-UP 



THE FOLLOWING CHRONOLOGICAL LIST OF PROCEDURAL ACTIVITIES MAY ASSIST 
THE IMPLEMENTATION OF THE VOCATIONAL STUDENT FOLLOW-UP. 



_ Determine the information needed. 

_ Identify students to be followed up. ^ 

_ Determine personnel and resources needed to complete follow-up. 

- Call a meeting of vocational teachers and guidance personnel to plan data collecting ' 
instrument. (Sample forms 39 and 40 may assist.)* 

_ Develop the follow-up instrument (Do you want it coded for data processing?) 

- Locate student addresses and develop a mailing list. * 
_ Print instruments. 

_ Mail out instruments or personal contact. . 

_ Identify changes of address as instruments are returned. 

- Send reminders and follow-up instruments. • c . 

- Code information for data processing if desired. 

_ Analyze data and prepare written report. m - 

- Disseminate report to teachers, administrators, school board, advisory council, 
guidance personnel, and other interested persons. 

_ Make appropriate program changes. 

_ Report changes in the outcomes of the study report. 



♦Refer to the Follow-Up Guidelines from Research Coordinating Unit, Alabama State Depart- 
ment of ^ Education, Vocational Education Services. 
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INITIAL EMPLOYEE FOLLOW-UP 

All Answers Will Be Kept Strictly Confidential 
Student's Name SS# Date- 

Home Address . 



(Street) (City) (State) (Zip) 

1. How did you find your job? 

1. School placement program 

2. Teachers or school personnel 

3. Friends or relatives 

4. Own efforts 

5. Newspaper-radio-TV 

6. Other (Specify) ; 



2. If the school placement program did not assist you — please indicate reason. 

1. Did not need it. Already had a job 

2. Did not need assistance from placement service 

3. Did not think the placement service would help 

4. Rather find a job on my own 

5. Placement service tried but could not find a job 

6. Other (Specify) 



3. How soon after leaving school did you obtain employment? . 
* 1. Already had a job 4. 5 to 8 weeks 

2. 1 to 2 weeks 5. 9 to 12 weeks 

3. 3 to 4 weeks 6. Over 12 weeks 

4. Is your jc u part-time (Less than 30 hours a week) yes no or full 

time (30 hours or more a we^k) yes J no 

5. At tnis time, do you think your vocational training prepared you for your job? yes 

no . ' ,*--T 

6. Would you recommend the vocational program you had to others? yes no 

7. Which vocational training program did you take? 1. Ag 

2, BOE 3. DE 4. Health 

5. HomeEc 6. T&I . 

8. Please indicate how you feel about your vocational training. 
1. Not adequate to perform on the job. 

2. Received adequate training for good performance on the job. 

3. Received much more training than I need on the job. 

4. Other (Specify) 



9. What kind of additional training do you desire? (Specify) 



10. Location of job. 1. Within driving distance of home. 

2. Had to move to be nearer job. 

11. How can the placement program be of more assistance to students? 
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INITIAL EMPLOYEE FOLLOW-UP 

Student Name SS# 

Address 



(Street) (City) (Street) (Zip) 

1. What is your current educational status? (Check one) 

Currently attending high school 

Currently attending institution of higher education 

Full-time Part-time 



Not currently attending school 



2. What is your current employment status? (Check one) 

Employed Full-time -Part-time (This includes all employment, 

even if below your qualifications; does not include full-time military service.) 

Employed (Full-time military service.) 

: Unemployed (Not employed, but actively seeking employment.) 

Not in the labor force (Not employed and not seeking employment because of choice, 

illness, full-time student status, retirement, pregnancy, or other such reasons.) 

NOTE: IF YOU ARE CURRENTLY EMPLOYED, PLEASE ANSWEtf THE REMAINING 
QUESTIONS. OTHERWISE, SKIP THE REMAINING ITEMS. 

3. Please provide complete information on your present job: (Please print) 

Name of Company or Firm 



Name of your immediate supervisor 
Address of ^Company or Firm 



City State Zip Code. 

jpb Title , 



Job Duties 



4. Is this job related to your field of vocational training? j[Check one) 

Yes, it is directly or closely related. 

— — = No, it is only remotely related or not relafed at all. 

5. What is your current salary before deductions? (Do not add in overtime) $ . per 



6. The salary in the preceding item is based on how many hours per week employment? 
hours per week. 

7. In an effort toevaluate the training of vocational education students in the State of Alabama, 
may we have permission to contact your employer regarding your job performance? 

Yes No . If yes, please sign. 
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EMPLOYER FOLLOW-UP 



Student Name 

Identification Number 

Program Title 

Dear Employer: 

In an effort to evaluate the training of vocational education students in the State of Alabama, the 
above-named employee has given his/her permission for you to provide us information regarding 
his/his job performance. While you are not required to respond to this survey, your cooperation is 
needed to insure that the results of this effort are comprehensive, reliable, and timely. No student 
identifiers will be forwarded to the Federal government. NOTE: This reoort is Authorized by law 
(PL 94-482). 

PLEASE RETURN THIS FORM IN THE ENCLOSED POSTAGE PAID ENVELOPE 

1. VOCATIONAL TRAINING EVALUATION 

• Please rate the vocational training received by the individual in the following areas: 

Very Good Good Neutral Poor Very Poor 

a. Technical knowledge . 

b. Work attitude . 

c. Work quality 

2, OVERALL RATING 

What is your overall rating of the vocational training received by this individual as it relates to 
the requirements of his or her job? 

Very* Good Good Neutral . Poor Very Poor 



3. RELATIVE PREPARATION 

As a result of this person's vocational training, how would you rate his or her preparation in 
relation to other employees in his or her work group who did not receive the same vocational 
training? \ 

No basis for. comparison 

Individual is better prepared 

Both are about the same 

" Individual is less prepared 



**THANK YOU FOR YOUR COOPERATION** 
Form 39 lj^ 



SUMMARY REPORT - 
VOCATIONAL STUDENT PLACEMENT 



Date _ 

Number of school leavers: 
Completers 

Non-completers 



Percent 
% 



Number in military service 

Number taking further training 
Technical Institute 
Junior College 
University 
Other 

Number not seeking employment 

Number available for employment 

Number of persons employed: 
In field 
Related field 
Unrelated field 

Number of persons not placed 



By choice. 
Disabled- 



Number of persons sent on interviews 
Types of employment obtained: 



Number of prospective employers contacted 
Number of placement follow-ups 
Number of news releases 
Number of talks to school assemblies 
Number of talks to clubs and groups 
Number of other Public Relations Activities 

Form 40 
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FOLLOW-UP OF 



SECONDARY COM PLETERS^HK VERS 



Teacher 



saw: 
System: 

STUDENT NAME USOE CODE 


COMPL/ 
LEAVER 
CODE 


EMPLOYED 

IN- REU UNREU 
FIELO F1ELO FIELD 


ACTIVE 

Mil 1TARV 

(Full -Time) 


UNEMPLOYED 

DISABLED 

SEEKING BY (Unable to 
WORK CHOICE Work) 


EDUCATIONAL STATUS 

High 4— Vr. Jr. Tech. Private 
School Col Col In*l Inttt 


STATUS 

NOT 
KNOWN 
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INSTRUCTIONS FOR TEACHER FOLLOW-UP REPORT 

The students preprinted on this report are students you reported to us on the Termination 
Report at the end of the last schodl year as having either: (a) completed your vocational education 
program or (b) left your vocational program without completing it and is not known to be 
continuing his/her education. In order for us to follow-up these students, please place an "X" in 
the appropriate block(s) next to the name of the student. If you have questions regarding this 
report, you should contact your data contact person who is listed on the front of this envelope. 



DEFINITIONS FOR COMPLETER/LE. 1VER CODES: 

A — Program Completer — Refers to a student who finished a planned sequence of courses, 
services, or activities designed to meet a vocational occupational objective that teaches 
entry-level job skills. This person must have met all the requirements of the institution 
for program completion whether or not he or she graduated from the institution. 

B — Program Leaver — Refers to a student who was enrolled in and attended a program of 
vocational education and has left the program without completing it and is not known to 
be continuing his/her education. Also included are students who leave the program 
voluntarily before its formal completion because they have acquired sufficient entry- 
level occupational preparation to work in the field and who have taken jobs related to 
their field of training. 



THANK YOU FOR YOUR ASSISTANCE! 



Form 42 



13: 

113 



TICKLER FILE FORFOLLOW-UP 




Note: File five (5) working days after employment date. 






• 


Employment 




Place 




Ua LC ■ 


\ 


Prindiirf initial pmnlnw** and pmnlnwr fnllow-urra (7 to 30 davs from abow datei 




Forms Needed: 




Initial Employee Follow-up (Form 38) 




Employer Evaluation (Form 39) 




Comments: 

4 " S * 
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SOURCE: ALABAMA CHILD LABOR AGENCY 



♦Important Notice Page 



A SUMMARY OF 

ALABAMA CHILD LABOR REGULATIONS 

WORK PERMITS REQUIRED 

Every emplpyer who employs a minor must comply with 
the provisions of the Alabama Child Labor Law and 
every child or youth under age 17 must have a v ork 
permit before he goe§ to work in Alabama. In certain 
instances, older youngstersjiiay be required to obtain a 
permit and most of these m?tawtia^are specified in this 
Summary. Neither marriage nor high school graduation 
exempts a person from the requirement of obtaining a 
work permit. 

PARENTS MAY BE SUBJECT 

Children working for their own parents in connection 
with their own business or trade must secure work 
permits and comply ^ith all other provisions of the 
Alabama Child Labor Law but no permit is required for 
agricultural or domestic services. 



The Alabama Child Labor Law p: >hibits girls from 
working in certain occupations and places of employ- 
ment but allows the employment of boys in these 
positions. However, with respect to various current laws 
dealing with equal opportunity of thesexes, the Alabama 
Child Labor Laws are purely protective of young females 
aiidjhave no intent to nor do they discriminate against 
anyone on account of sex. 

FEDERAL LAW MAY APPLY 

A work permit does not authorize employment contrary 
to the Child Labor provisions of the Fair Labor Stan- 
dards Act. 

Further information on the provisions of federal laws 
may be obtained from the following offices ir. Alabama: 

Wage & Hour & Public Contracts Division 
U.S. Department of Labor 
421 So. McDonough Street 
Montgomery, Alabama 36104 



WHO ISSUES PERMITS 

Work Permits may be obtained at all City and County 
Boards of Education and >at most High Schools in 
Alabama from the Issuing Officers who are stationed 
there. 

HOW TO SECURE A WORK PERMIT 

To obtain a work permit the following information and 
requirements must be presented to the Issuing Officer: 

A. Applicant's statement 

B. Employer's statement of his intent to hire the 
minor and what duties the youth will perform. 

C. Physician's examination and statement 

D. Parent's statement 

E. School statement 

F. Birth Certificate 

PERMITS MAY BE REFUSED 

The Issuing Officer may refuse to issue a permit to a 
minor who seems physically unable to do the work or 
when, in his opinion, the best interests of the minor 
would be served by such refusal. The Issuing Officer 
must refuse to issue a permit to a minor for any 
employment* prohibited by the Alabama Child Labor 
Law. 

MINIMUM AGE 

Permits are not issued to minors under 14 years of age 
except that Special Summer Employment Certificates 
may be issued to boys 12 and 13 years of age for certain 
occupations and provisions are made for the issuance of 
Street Trades Permits under special conditions for boys 
as young as 10 years of age. 



Wage & Hour & Public Contracts Division 
U.S. Department of Labor 
951 Government Street Building 
Mobile, Alabama 36604 



Wage & Hour & Public Contracts Division 
U.S. Department of Labor 
1931 — 9th Avenue, South 
Birmingham, Alabama 35205 

KINDS OF WORK PERMITS 

A. Age Certificates \ 

B. Employment Certificates 

C. Special Employment Certificates 

D. Street Trades Permits 

WORK PERMITS NOT REQUIRED 

A. Agricultural Pursuits 

B. Domestic Services 

WORK PERMITS FOR 17 AND ABOVE 

A. Any person between 18 and 19 who works in a 
mine, *.oke breai'er, coke oven or quarry, must 
have a work permit. 

B. The Child Labor Agency of the Stateof Alabama as 
a cooperative measure with the U.S. Department 
of Labor will issue an age certificate for persons 17 
or older when a request is made either by that 
Federal agency or any employer. 

MAXIMUM HOURS OF LABOR \ 
For 14 and 15 Year Olds 

A. When school is in session: 
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ALABAMA CHILD LABOR RELATIONS (continued) 



no more than 4 hours on a school day 
no more than 8 hours on a weekend day 
no more than a total of 28 hours for the week 
not before 7 a.m. and not after 8 p.m. 

B. When school is not in session: 

no more than 8 hours a day 

.no more than 40 hours a week 

no more than 6 days a week 

not before 7 a.m. and not after 8 p.m. 

C. " Item B also applies to 12 and 13 year olds who have 

been issued Special Employment (Summer only) Cer- 
tificates. 

D. The Law does not specify the length of time for a 
meal but the Law requires the posting.of the hour 

' of the meals and the hours of commencing and * 
stopping work. 

PENALTIES 

Any. minor engaged illegally in street trades may be 
deemed a delinquent and brought before juvenile author- 
ity. 

Persons furnishing merchandise for sale must be sure 
minor has permit. Failure to do so may result in $10-$50 
fine. 

Persons refusL j Department of Industrial Relations 
right of access to inspect way be fined $50-$100. 

Any person or firm employing minor illegally may be 
fined $10-$100 first time and $100-$500 subsequent time. 

Parents may be fined same as employer if the permit is 
illegal and uncorrected. 

Any person making false affidavit may be fined $5-$25 
first time and may be imprisoned 1-90 days second or 
subsequent conviction. 

SOME PLACES MINORS MAY WORK 

The Alabama Child Labor Law prohibits girls from 
working in certain occupations and places of employ- 
ment but allows the employment of boys in these 
positions. However, with respect to various current laws 
dealing with equal opportunity of the sexes, the Alabama 
Child Labor Laws are purely protective of young females 
and have no intent to nor do they discriminate against 
anyone on account of sex. 

10 and 11 year Old (Boys) 

Delivery of newspapers on fixed residential route 

I 

12 and 13 Year Old (Boys) 




Business Offices 
Caddies * 
Dairies 

Mercantile Establishments 
Newspaper Sals on Street 
Shoe Shine Boys 

14 and 15 Year Old 

Agricultural Work (No permit required) 

Auditoriums 

Bakeries (Retail sales) 

Baby Sitter (No permit required) 

Ball Parks 

Beauty Operator 

Bell Boy 

Camp Counsellors and Assistant 
Car Washers' 
Coliseums 
Day Nursery Work 
unestic Work (No permit required) 
e Ins (Boys only) 
♦Gas Stations (Boys only) 
Greenhouses 
Grocery Stores 
Hospital Aides 
Janitors 

Library Assistants 
Mercantile Establishments 
Nurses Aides 
Nursery Work 
Office Work 

Packing Fresh Fruits and Vegetables 
Play Ground Work 
Receptionist 
Retail Stores 
Restaurants 
Schools 
Stadiums 

Theaters (Ushers and&pncessionnaires) 
Warehouses 



16 and 17 Year Old 

Amusement Centers 

Announcer TV or Radio 

Auto Mechanic 

Bank Clerk & Messenger 

Bookkeeper 

Building Trades 

Cannery 

Carpenters 

Clerk 

Construction 
Copy Boy or Girl 
Dental HygeniM 
Dishwasher 
Draftsman 
Drug Store 
Factories 
Firefighter 
Hotel Work 
Laboratory Assistant 
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ALABAMA CHILD LABOR RELATIONS (Continued) 



Life Guard 

Motor Vehicle Operator 

Nurse or Nurses Aide 

Painter 

Resorts 

Restaurants 

Salesman 

Seaman 

Sewing Machine Operator 
Stenographer & Typist 
Telephone (operator, repairman) 
Waiter 



L MINORS UNDER 16 YEARS OF AGE ARE 
PROHIBITED FROM WORKING IN THE 
FOLLOWING EMPLOYMENT: 

A. Not employed in or about or in connection with 
any manufacturing or mechanical establish- 
ment, cannery, mill, factory, workshop or 
laundry. 

B. Not to work in any of the following occupations 
or positions: 

1 . Operating or assisting in operating any of the 
following machines: 

(a) circular or band saws 

(b) wood shapers 

(c) wood jointers 

(d) planers 

(e) sand-paper or wood polishing machinery 

(f) wood turning or boring machinery 

(g) machines used in picking wool, cotton, 
hair or other materials 

(h) job or cylinder printing presses 

(i) boring or drilling presses 

(j) stamping machines used in sheet metal 
or tin ware or in paper or leather rtanu- 
facturing or in washer or nut factories 
(k) metal or paper cutting machines 
0) corner staying machines 
(m) steam boilers 

(n) dough brakes or cracker machinery of 
any description 

(o) wire or iron straightening or drawing 
machinery 

(p) rolling mills machinery 

(q) power punches or shears 

(r) washing, grinding or mixing machinery 

(s) laundrying machinery 

(t) nor engaged in any work in a ah-out a 
rolling mill, machine shop or manufac- 
turing establishment, whirh is hazar- 
dous or dangerous to health, limb or life. 

2. Or in proximity to any hazardous or un- 
guarded gearing. 



3. Or upon any railroad, whether steam, elec- 
tric or hydraulic. 

4. Or upon any vessel or boat engaged in naviga- 
tion or commerce within the jurisdiction of 
this State. 

IL MINOR UNDER 16 YEARS OF AGE ARE 
PROHIBITED FROM WORKING IN THE 
FOLLOWING PLACES: 

A. In, abou^or in connection wkh any processes in 
which dangerous or poisonous acids are used. 

B. Nor in the manufacture or packing of paints, 
colors, white or red lead. 

C. Nor in soldering or welditfg. 

D. Nor in occupations causing dust in injurious 
quantities. 

E. Nor in tlie manufacture or use of poisonous 
dyes. 

F. Nor in the manufacture or preparation of compo- 
sitions with dangerous or poisonous gases. 

G. Nor in the manufacture or use of compositions 
of lye in which the quantity is injurious to 
health. 

H. Nor in scaffolding. 

I. Nor in heavy work in the building trades. 

J. Nor in any tunnel or excavation. 

K. Normassoiting.manufsuiuri 

L. Nor to operate any automobile, motor car or 

truck. _ ' 
M. Nor to work in any bowling alley. 
N. Wor as firefighters. 

0. Nor shall any child under the age of 16 years be 
employed, permitted, or suffered to work upon 
the stage of any theatre or concert hall, or in 
connection with any theatrical performance or 
other exhibition or show, except that children 
14 years of age may be employed as ushers and 
at concession stands in theatres or concert halls 
in accordance with other provisions of the 
Alabama Child Labor Law. 

P. Nor in any place or occupation which the State 
Board of Health may declare dangerous to life or 
limb or injurious to the health or morals of 
children under 16 years/of age. 

IIL MINORS UNDER 18 YEARS OF AGE: 

A. No person under 18 can work as a messenger 
before 6 a.m. or after 10 p.m. 

B. No person under 18 shall be employed in any 
poolhall or billiard room. 

C. No person under 18 shall be employed in an 
establishment where alcoholic beverages are sold 
for consumption on the premises except 16 year 
olds and over can work as busboys, dishwashers or 
janitors. 

D. No person under 18 shall be employed in any 
capacity in, about or in connection with any mine, 
coke breaker, coke oven or quarry. 
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IMPORTANT NOTICE 

Public Law 88-352, Title VII, Equal Employment Opportunity, July 2, 1964, makes discrimination against an 
individual because of sex illegal, This Law (Public Law 88-352) specifically permits the employment of females 
where in the past such employment has been prohibited by the Alabama Child Labor Law. Therefore, any 
minor female is eligible for employment in any job for which a minor male is eligible. In this pamphlet, "Guide 
for the Employment of Minors", those jobs prohibited for girls must now be considered legal for girls. THIS IN 
NO WAY AFFECTS THE PERMIT REQUIREMENTS, HAZARDOUS OCCUPATION REGULATIONS 
HOUR RESTRICTIONS OR OTHER PROVISIONS OF THE CHILD LABOR LAW. 
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FEDERAL CHILD LABOR REGULATIONS 
, Source: FEDERAL CHILD LABOR AGENCY 

14 and 15 year old 'minors may NOT be employed in: 

(1) Any MANUFACTURING occupation. 

(2) Any MINING occupation. 

(3) PROCESSING occupations such as filleting of fish, dressing poultry, cracking nuts, or laundering as performed 
by commercial laundries, and dry cleaning {except in a retail, food service or gasoline service establishment in 
those specified occupations expressly permitted there in accordance with the following list). 

(4) ^^r 1 ?^^^^ 6 . £?°™ ance of an y duties in WORKROOMS or WORKPLACES WHERE GOODS 
ARE MANUFACTURED, MINED, OR OTHERWISE PROCESSED (except to the extent expressly permitted in 
retail, food service or gasoline service establishments in accordance with the following list). 

(5) PUBLIC MESSENGER SERVICE. 

• * 

(6) OPERATION OR RENDING OF HOISTING APPARATUS or of ANY POWER-DRIVEN MACHINERY (other 
than office machines and machines in retail food service and gasoline service establishments which are specified 
in the following list as machines which such minors may operate in such establishments). 

(7) Those occupations 'declared to be particularly hazardous for minors between 16 and 18 years of age (and. 
therefore, PROHIBITED FOR MINORS 14 and 15). * 

Hazardous Order #1 — Occupations in or about plants or establishments manufacturing or storing explosives 
g or articles containing explosive components. 

* ji Hazardous Order #2 — Occupations of motor-vehicle driver and outside helper, 
g | Hazardous Order #3 — Coal-mine occupations. 

^ s Hazardous Order #4 — Logging occupations and occupations in the operation of any sawmill, lath mill, 
g*.§ shingle mill, or cooperage-stock mill. 

£ | Hazardous Order #5 — Occupations involved in the operation of power-driven woodworking machines. 
^ I ^ azai J >us U6 — Occupations involving exposure to radioactive substances and to ionizing radiations 
£ Hazardous Order #7 — Occupations involved in the operation of elevators and other power-driven hoisting 
•b ^ apparatus. 

1 1 Hazardous Order #8 — Occupations involved > n the operation of elevators and other power-driven metal 

Jj ^ forming, punching, a f *d shearing machines. 

•« Hazardous Order #9 — Occupations in conn- jction with mining, other than coal. 

| Hazardous Order #10 — Occupations involving slaughtering, meat-packing or processing or rendering. 

| | Hazardous Order nil — Occupations involved in operation of certain power-driven bakery machines. 
.« g Hazardous Order #12 — Occupations involved in the operation of certain power-driven paper-products 

£ g machines. 

| . s Hazardous Order #13 — Occupations involved in the manufacture of brick, tile, and kindred products. 

| Hazardous Order #14 — Occupations involved in the operation of circular saws, band saws, and guillotine 
23 g shears. 

* £ Hazardous Order #15 — Occupations involved in wrecking, demolition and ship-breaking operations. 
~ Hazardous Order #17— Occupations in excavation operations. 
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FEDERAL CHILD LABOR REGULATIONS (Continued) 



(8) OCCUPATIONS IN CONNECTION WITH: 

(a) TRANSPORTATION of persons or property by rail, highway, air, on water, pipeline or other means. 

(b) WAREHOUSING and STORAGE. 

(c) COMMUNICATIONS and PUBLIC UTILITIES. 

(d) CONSTRUCTION (including repair). 

Except office or sales work in connection with these occupations (not performed on transportation media or 
at the actual construction site.) 

(9) ANY OF THE FOLLOWING OCCUPATIONS IN A RETAIL, FOOD SERVICE, OR GASOLINE SERVICE 
ESTABLISHMENT: 

(a) WORK performed IN or ABOUT BOILER or ENGINE ROOMS. 

(b) Work in connection with MAINTENANCE or REPAIR OF THE ESTABLISHMENT. MACHINES cr 
EQUIPMENT. 

(c) OUTSIDE WINDOW WASHING that involvt. 'vorking from window sills, and all work requiring the use of 
LADDERS, SCAFFOLDS or their substitutes. 

(d) COOKING (except at soda fountains, lunch counters, snack bars, or cafeteria serving counters) and 
BAKING. 

(e) Occupations which involve OPERATING, SETTING UP, ADJUSTING, CLEANING, OILING or RE- 
PAIRING power-driven FOOD SLICERS and GRINDERS. FOOD CHOPPERS and CUTTERS, and 
BAKERY-TYPE MIXERS \ 

(0 Work in FREEZERS and MEAT COOLERS and all work in PREPARATION OF MEATS for sale^xcept 

wrapping* sealing, labeling, weighing, pricing and stocking when performed in other areas). >v 
(g) LOADING AND UNLOADING GOODS to and from truck, railroad cars, or conveyors. \ 
. (h) All occupations in WAREHOUSES, except office and clerical work. 

HOWEVER 



14 and 15 year old minors MA Y BE employed in: 

(1) OFFICE and CLERICAL WORK (including operation of office machines). 

(2) CASHIERING, SELLING, MODELING, ARTWORK, WORK IN ADVERTISING DEPARTMENTS, WINDOW 
TRIMMING AND COMPARATIVE SHOPPING. 

(3) PRICE MARKING and TAGGING by hand or by machine, ASSEMBLING ORDERS, PACKING and SHELVING. 

(4) BAGGING and CARRYING OUT CUSTOMERS* ORDERS. 

(5) ERRAND and DELIVERY WORK by foot, bicycle, and public transportation. 

(6) CLEAN UP WORK, including the use of vacuum cleaners and floor waxers, and MAINTENANCE OF GROUNDS 
BUT NOT INCLUDING THE USE OF POWER-DRIVEN MOWERS OR CUTTERS. 

(7) KITCHEN WORK and other work involved in preparing and serving food and beverages, including the operation 
of machines and devices used in the performance cf such work,such as, but not limited to dishwashers, toasters, 
dumbwaiters, popcorn poppers, milk shake blenders, and coffee grinders. 

(8) WORK IN CONNECTION WITH CARS and TRUCKS if confined to the following: 

Dispensing gasoline and oil 
Courtesy service. 

Car cleaning, washing, and polishing. 
Other occ ^tions permitted by this section. 

BUT NOT INCLUDING WORK: 

Involving the use of pits, racks, or lifting apparatus or involving the inflation of any tire mounted on a rim 
equipped with a removable retaining ring. 

(9) CLEANING VEGETABLES and FRUITS, and WRAPPING, SEALING, LABELING, WEIGHING, PRICING and 
STOCKING GOODS when performed in areas physically separate from areas where meat is prepared for sale 
and outside freezers or meat coolers. 
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U.S.O.E. SERVICE AREA CODE NUMBERS 

MARCH 1932 



AGRIBUSINESS EDUCATION 

01.0100 Ag Production 
01.0200 Ag Supplies and Services 
01.0300 Ag Mechanics 
01.0400 Ag Products 

01.0500 Ornamental Horticulture 

01.0600 Natural Resources 

01.0700 Forestry 

01.9900 Pre-Professional Ag 

01.9999 Cluster — Pre-Agribusiness 

99.0101 Prevoational 

BUSINESS & OFFICE EDUCA TION 



14.0100 
14.0200 
14.0300 
14.0700 



Accounting/Bookkeeping 
Business Data Processing 
General Clerical 

Stenographic, Secretarial, and Related 
Occupations 
S9.0102 Prevocational 



GUIDANCE & COUNSELING 

99.0103 Prevocational 

HEALTH OCCUPA TIONS EDUCA TION 

07.9999 Basic Health Occupations 

07.0101 Dental Assistir* (Aide) 

07.0103 Dental Laboratory Technology (Aide) 
07.0203 Medical Laboratory Assisting (Aide) 
07.0303 Nursing Assistance (Aide) 
07.0400 Rehabilitation Therapy Aide 
07.0501 Radiologic Technology (X-Ray Aide) 
07.0800 Mental Health Technology (Aide) 
07.0904 Medical Assisting (Aide) 

07.0906 Community Health Aide 

99.0104 Prevocational 



HOME ECONOMICS EDUCA TION 

09.0102 Child Development (semester or full year) 

09.0103 Personal Clothing (semester or full year) 

09.0104 Consumer Education (semester or full year) 

09.0106 Family Living (semester or full year) 

09.0107 Food and Nutrition (semester or full year— * 

09.0108 Housing and Home Management (semester or 
full year) 

09.0126 Parenthood Education (semester or full >ear) 
09.0199 Exploratory Consumer and Homemaking 

(semester or full time) 
09.0111 Basic Consumer and Homema^g 
09.0121 Advanced (2nd year) Consuir jnd Home- 
making 

09.0299 Cooperative Cluster — Child Care, Clothing, 
Foods, and/or Home Management 

99.0105 Prevocational 

09.0201 Occupational Child Care 

09.0202 Occupational Clothing Procuction and 
Services 

09.0203 Occupational Food Management, Production 
and Services 

09.0205 Occupational Institutional and Home Manage- 
ment Services 

09.0299 Cooperative Cluster — Child Care, Clothing, 
Foods and/or Home Management 

99.0106 Prevocational 

INDUSTRIAL ARTS 
99.0400 Prevocational 



127 

H6 



MARKETING A DISTRIBUTIVE EDUCA TION 



,04.0100 Advertising and Display Services . 

04.0200 Apparel and Accessories Marketing 

04.0300 Automotive, Recreational and .Agricultural 

Vehicles and Accessories 

04.0400 Finance and Credit Services 

04.0500 Floristry, Farm and Garden Supplies 

Marketing 

04.0600 Food Marketing 

04.0700 Food Services Marketing 

04.0600 General Merchandise Retailing 

04.0900 Hardware and Building Materials 

04.1000 Home Furnishings Marketing 

04.1100 Hotel, Motel and Lodging Services. 

04.1200 Industrial and Institutional Marketing 

04.1300 Insurance 

04.1400 International Marketing 

04.1500 Personal Services Marketing 

04.1600 Petroleum Marketing 

04.1700 Real E^ate Marketing 

04.1800 Recreation Marketing 

04.1900 Transportation and Travel Marketing 

042000 Business Services Marketing 

042100 Business Ownership (Entreprcneurship) 

04.2200 General Marketing 

04.9900 Sales and Marketing, Other (Specify) 

99.0106 Prevocational 

99.0107 Prevocational 



TRADES AND INDUSTRIAL EDUCATION 

07.0906 Health Aide (Coop) 

17.0100 Air Conditioning and Refrigeration 

17.0200 Appliance Repair 

17.0201 Sewing Machine Mechanic 

17.0301 \Autcmobile Body & Fender Repair 

17.0302 Automobile Mechanics 

17.0399 Other Automotive Services 

17.0400 Aviation Occupations 
17.0600 Office Machine Maintenance 
17.0700 Commercial Art 

.17.0800 Commercial Fishery 

17.0900 Commercial Photography 



17.1001 Carpentry 

17.1002 Electricity 

17.1004 "Masonry 

17.1005 Painting & Decoration 
17.1007 Plumbing APipefitting 

17.1099 Building Construction 

17.1100 Custodial Services 
17.1200 Diesel Mechanics 
17.1300 Drafting 

17.1401 Industrial Electricity 

17.1402 Line Repairer 

17.1403 Motor Repairer, Electric 

17.1499 Other Electrical Occupations 

17.1500 Basic Electronics 

17.1501 Telecommunications 

17.1502 Industrial Electronics 

17.1503 Radio/Television Repair 

17.1601 Dry Cleaning 

17.1602 Laundering 
17.1900 Graphic Arts 

17.2102 Watchmaking and Repair 

17.2302 Machine Shop 

17*2305 Sheet Metal 

17.2306 Welding 

172399 Other Metalworking Occupations 

17.2601 Barbering 

17.2602 Cosmetology 

17.2899 Public Service Occupations 

172900 Quantity Foods Occupation 

17.2902 Cook/Chef 

172903 Meat Cutter 

17.3100 Small Engine Repair. Internal Combustion 

17.3301 Dressmaking 

17.3302 Tailoring 

17.3399 Textile Production and Fabrication 

? 7.3402 Shoe Repair 

173500 Upholstery 

17.3600 Woodworking 

17.3601 MilJwork and Cabinet Making 

17.9906 Taxidermy 

17.9907 Floral Design 

17.9908 T.V. Operations Technology 
99.9999 Basic Trades & Industry 

99.0107 Prevocational 

97.0108 Prevocational 
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